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About This Training Guide

TRAINING GUIDE DESCRIPTION

This course provides an overview of the features and functionality of Arizona Financial Information
System (AFIS) and the general navigation options in the application. Navigation skills include
understanding the primary components of AFIS.

Included in the training is an overview of Chart of Accounts elements, budget, and workflow. Users will
create and view documents, learn how to correct document errors, and review both inquiry and
reference pages. Resources used to gain additional support in completing business tasks are also
covered. Finally, users are presented an overview of Business Intelligence reporting.

This course is intended for all users of the new AFIS application. Users are given access to a training
application, along with specific data necessary to complete online exercises.

TRAINING GUIDE OBJECTIVES

In this training guide, you will:

= Examine AFIS features and functionality

= |dentify navigation options and techniques

= Review reference tables and inquiry pages

= Explore the document management features
=  Work with templates

= Examine the workflow and approval process

= Review the Business Intelligence reporting options
TERMINOLOGY

Key terms and definitions used throughout this training guide are listed in Table 1.

Table 1: Terminology

Term Description

Auto Complete A feature which automatically predicts the remaining charactersin a
word or phrase based on what has been entered.

Batch Job A program that is assigned to run without further user interaction. The

program takes a set of data files as input, processes the data, and
produces a set of output data files. This is termed as batch job or batch
processing because the input data are collected into batches of files
and are processed in jobs or batches by the program.
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Business Intelligence A combined reporting solution that provides a warehouse for AFIS
data, tools to populate the warehouse efficiently, a toolset to access
the data in the warehouse, and pre-defined folders that allow easy
access to data in the warehouse.

Centralized Chart of Accounts (COA) elements controlled and maintained centrally,

Organizational impacting all users.

Elements

Chart of Accounts An account structure to classify financial information which captures
the dimensional structure for documenting and reporting on budget
data.

Copy Feature that duplicates the document within the same Document
Code.

Copy Forward Feature that enables a user to copy pertinent information from a

finalized existing document into a new Document Type whose purpose
is to reference or liquidate the source document.

Dashboard An interactive user interface that organizes and presents information
in a way that is easy to read.

Decentralized COA elements defined and maintained at the department level

Organizational including the organizational Chart of Accounts elements below

Elements Department: Division, Group, Section, District, Branch, and Unit.

Department One element in the AFIS Chart of Accounts structure. This element is

associated with a State agency. In this document, unless otherwise
defined, department and agency are interchangeable.

Document Catalog A central location where documents can be generated and reviewed.

Document Phases A point in time within the document processing lifecycle. Common
document phases are Draft, Pending, Historical Final, and Final.

Documents Electronic forms used to enter and record financial transactions and
activities.

Favorites A way to save frequently visited pages. The user can make any page a

Favorite by right-clicking on the page, and selecting Add to Favorites
from the mouse menu. Favorites are accessed via the Secondary
Navigation Panel.

Grid A list of records displayed in a table format. Up to 10 records are
typically displayed at one time.
Hierarchy A tree-type relationship among a series of Chart of Accounts elements

where one element, a parent, is broken down into smaller
components, called children. The hierarchy may be one that is
structured within the application (Fund and Sub Fund) or implied
through setup (Fund Category and Fund Class).

History Displays the 10 more recently accessed documents/pages from the
current session.
Home Page The Home Page is the desktop of the application and contains two

main navigation panels: Primary Navigation Panel and Secondary
Navigation Panel.

Inferred Values Values that are automatically populated based on previous entries in
AFIS.
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Inquiries Display summary and detailed information from successfully processed
documents, for viewing only.

Messages Statements of communication that are issued when a document is
validated or submitted. The message can be due to user error, a
warning, or informational.

Page Code Each page in AFIS has a name and a code. The name or code can be

used for navigation using the Page Search and Jump to functionality.

Page Search

A command used to find and navigate to any page in the application.

Primary Navigation
Panel

Contains static icons and links that enable a user to personalize their
site, access online Help, logout, and search for a page via Page Code.

Reference Tables

Data is established on these pages that controls how the application
functions and provides valid values (codes) for data entry. Some of
these pages are updated by batch or document processing while
others can be updated by users who have appropriate security
authorization.

Roll-up A grouping of Chart of Accounts element codes for reporting or control
purposes. Most elements use class, category, type, and group to roll
information into higher levels of summarization.

Scalar A detailed section for a single record on a table. The record selected in

the grid has its information displayed in the Scalar section of the page.

Secondary Navigation
Panel

A menu that changes depending on what type of page the user is on.
The Home Page includes standard options and access to History and
Favorites. Multi-page tables include menus to navigate through
sections of a table. Documents include menus to navigate through
sections and features of a document.

Wildcard A character that can be used to represent one or many characters
when completing a search in AFIS.

Workflow An online routing and approval process.

Worklist A list of documents that have been routed to a user for approval or for
review after approval or rejection.

AFIS Business management software that allows Arizona to use a system of
integrated applications to manage its business functions.
AFIS stands for Arizona Financial Information System.

LIST OF ACRONYMS

Table 2 lists the acronyms used in this training guide.

Table 2: List of Acronyms

Acronym Definition

ACTVALRT New Alert Broadcast

AFIS Arizona Financial Information System
BFY Budget Fiscal Year

BI Business Intelligence

BSA

Balance Sheet Account
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CAFR Comprehensive Annual Financial Report
CBALSQ Cash Balance Summary

COA Chart of Accounts

CR Cash Receipt

Ccsv Comma-separated values

DCTRL Document Control

DISBM Disbursement Management inquiry page
FDT Future Document Triggering

GAX General Accounting Expenditure

GLM Grant Lifecycle Management

JACTG Accounting Journal

LDAP Lightweight Directory Access Protocol
PEIA Public Employees Insurance Agency

PO Purchase Order

RE Receivable

YTD Year to Date
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1. AFIS Features and Functionality

Learning Objectives

In this lesson, you will:

= Review the business areas within AFIS
= |dentify the types of pages used in AFIS
= |dentify Chart of Accounts elements

= |dentify basic Budgetary Control structures

Lesson Overview

AFIS uses three types of system pages to set parameters and process transactions: reference, inquiry,
and document pages.

This lesson provides a review of the types of pages in AFIS, identifies the Chart of Accounts features, and
reviews basic Budgetary Control functions.

1.1. Business Areas

AFIS uses an approach to financial management that lets users control financial resources, while being
responsive to the challenges of modern public finance. AFIS incorporates a variety of business areas
(such as Budgeting, General and Cost Accounting, Fixed Assets, Accounts Payable, and Accounts
Receivable). This results in a single, integrated system that addresses the key financial management
processes needed to conduct State business. These business areas are described below.

Accounts Payable

Accounts Payable (AP) records and disburses payment for purchases of goods or services. Accounts
Payable tends to be the final step in the purchasing chain of events, and includes the Disbursement and
Check Writer process.

Accounts Receivable
Accounts Receivable (AR) is responsible for billing and collecting money owed to the State.

Budgetary Control

Budgetary Control allows for the tracking and controlling of the State’s budgeted expenditures and
revenues, using budget structures and controls. It supports a wide range of budgetary business
requirements.
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Cost Accounting

Cost Accounting meets the State’s Cost Accounting requirements related to tracking and controlling
internal and external funding sources for tasks, projects, and grants. AFIS provides all of the functionality
necessary for the management and prompt reimbursement of grant and project costs after the award of
a grant. The Cost Accounting business area includes: (1) the Cost Allocation process, which allows a
flexible, user-defined allocation of indirect costs or revenues; (2) the Internal Costing process used to
track various types of non-expenditure costs, which may eventually be charged to accounting
distributions.

Fixed Assets
Fixed Assets enables organizations to manage and control the State’s fixed assets throughout the asset
life cycle.

General Accounting

General Accounting consists of a collection of many parts of the application that encompasses many sub
functional areas including: manual journal entries, payments without a commodity, expenditure accruals
and clearings, recording payroll, configurable accounting setup, adjusting entries, journals and ledgers
for online inquiry and reporting needs, balance sheet account balances, cash and fund control, as well as
Comprehensive Annual Financial Report (CAFR) reporting.

Grant Lifecycle Management
Grant Lifecycle Management (GLM) provides a global view of grant opportunities, potential grant
revenue, and grants status.

Travel and Expense Management
Travel and Expense Management allows users to submit, approve, and track travel-related documents.

Treasury Accounting

Treasury Accounting allows managers to maximize the earning potential of each dollar invested, both
short-term and long-term. AFIS includes cash management functionality, and covers a range of activities
including: EFT, ACH, reversals, and stale-dated checks.

1.2. Page Types

Pages in AFIS are referred by the Page Description and the Page Code. AFIS uses a Web interface to
display application pages, which are described below.

Reference Table

Some reference tables include tables that can be updated by users who have appropriate security
authorization. Other reference tables are system-maintained and are updated by the system through
document updates or offline processes. Updates to reference tables do not route for approval using a

10



AFIS | Getting Started with AFIS

workflow. Reference tables are used to define document processing rules, system options, security,
batch defaults, and valid values (often called codes) that can be used on documents, as well as other
user-maintained pages. For example, the Document Control (DCTRL) table is used to set general
document processing rules for all documents in AFIS.

SGAFIS

Wielcome, Student 7

Jump fo: DCTRL

Procurement | Budgefing | Accounts Receivable

3\ﬂ B Home é‘fr—'emunahze Q) Accessiviity | App Help < About | [T]

Training - Financial

Document Control

Message Center Moy
Search
History Document Type Document Code Document Name Active Effective From Effective To
o Favorites v ABS ABDL Accounting Based Document Lapse Yes
cH ACG Manual Accrual Ho
Administration cH ACCA Automatic Acerual Ho
CH ACD Accrual Disallowance No
CH ACL Manual Accrual Clearing No
First Prev Next Last
Save Undo Delete Insert Copy Paste  Search 9B
= General Information
Document Category : ABS Sub-Type : A5, ]
Document Category Name : Actg Based Spnd Sub-Type Name : Accounting Based Docun
“Document Type : (AR5 &/ *Home Application : ADVANTAGE Financial | v|
4 Document Type Name : Actg Based Spnd Effective From : [
*Document Code : ABDL Effective To : (|
*Document Name : | Accounting Based Docurt Active : [7]

Document Short Name : | Actg Lapse

b General Options

P Reguired Elements

b Allowable Elements

b Manual Disbursement Specific

Top

Inquiry Page

Inquiry pages display summary and detailed information from system-maintained reference tables.
These pages are used for viewing and generally cannot be used to modify data nor can they be routed
for approval using workflow. For example, the Cash Balance Summary (CBALSQ) displays current
balances for cash tracking amounts for a Fund.

Jump to; CEALSQ ﬁ\ﬂ @Hume &Persunal\ze @AGGESSIDI\M EAppHe\p f’ About

Procurement Budgeting | Accounts Receivable Accounts Payable

G§AFIS

Training - Financial Cash Balance Summary o
Message Center Menu
= Search
Fund Name Cash Balance Adjusted Cash Balance Available Cash Balance
Page Search
~ 000 50.00 50.00 $0.00
Document Catalog
1000 GENERAL FUND:  $241,388,101.81 $241,888,101 81 £241,388,101.31
Report Search 1234567 System Test 50.00 50.00 30.00
History 12345678 System Test $0.00 50.00 $0.00
Favorites 1300 GNRL FIXD ASSET $0.00 50.00 $0.00
Administration 1600 CAPITAL OUTLAY $0.00 E0.00 $0.00
8000 Training Work 55,191.78 55,191.78 5519178
‘9000 Instructor 57,8096 520,352 11 $20,352.11
1 9001 Student 1 565,607 91 565,607 91 565,607 91
8002 Student 2 $38,228.76 $38,228.76 $38,228.76

First Prev Next Last

Search
Fund :
Cash Balance :
Pending Increase Non-Cash :
Pending Decrease Non-Cash :
Pending Increase Cash:
Pending Decrease Cash:

Accepted Increase Mon-Cash :

0001

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Pl el

11
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A few inquiry pages allow for minimal fields to be entered. For example, the Disbursement Management
(DISBM) inquiry page can be used to put payments on hold.

Documents

Documents are used to record financial information and administrative events into AFIS. Documents
collect information into a single form, designed to ease data entry as well as to consolidate pertinent
information for future approval and query purposes.

Documents are viewed and maintained through the Document Catalog, which displays recent activity for
documents and provides access to all documents in AFIS. Full versions of documents are stored on the
Document Catalog table for a complete audit trail as a document is modified or canceled over time.
Incomplete documents can be saved and completed at a later time.

For example, the Cash Receipt (CR) document enables users to record the receipt of funds.

%AFIS Jump to; CBALSQ ﬁ\ﬂ @Hume ﬁpPersunahze @Accesslbnw i%AppHe\p f’ About

Procurement | Budgefing | Accounis Receivable | Accounts Payable

Cash Receipt(CR) Dept: 100 ID: INST12B Ver: 1 Function: New Phase: Final -
Header ==
= ListView | 4
[ E NI BTl Extended Description | Document Information
Document Name: Bank Account: BKQ1 @l
Casgh Account:
Record Date: 10/16/2014 i)
Cash Account Sub:
Budget FY: 2015
Deposit Ticket:
Fiscal Year: 2p15
Deposit Date: =
N Period: 4
Bank Deposit Date: =
Document Description: ARMO2 - 52, CA
Date Transmitted for =
Reconciliation:
Pocument Total: 5525 50 Date Transmitted for Audit: E= v
Auto Apply
Vendor Total Lines: 1 Wendor Line: 1 Vendor Cugtomer: WC0000000003 Legal Name: John Eppinett
Accounting Total Lines: 1 Accounting Line: 1  Line Amount: $525.50
Posting Total Lines: 1 Posting Line: 1
[ Edit | b Gﬂpy| [*% Copy Forward ‘ [3& Discard ‘ =) Print ‘ Processing = Wﬂﬁ(ﬂﬂw'l Fie = | [E3 Close ‘

1.3. Chart of Accounts Elements

The Chart of Accounts (COA) is a group of codes that is entered on all financial transactions. The COA is a
key component of AFIS and is comprised of a set of reference tables that are used to validate the codes
entered on system transactions. The COA meets the centralized need to provide a uniform set of codes
that standardize the recognition of expense, revenue, and balance sheet transactions across the State,
as well as the decentralized need for distinct organizations within the State to maintain autonomy and
meet their own business tracking, reporting, and budgeting needs.

Hierarchies and Roll-ups
Hierarchies represent a relationship among a series of COA elements, where one element, a parent, is
broken down into smaller components, called children. Roll-ups allow a grouping of Chart of Accounts

12
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element codes for reporting or control purposes. Most elements use Class, Category, Type, and Group to
roll information into higher levels of summarization. Figure 1 outlines the Chart of Accounts elements
with their corresponding roll ups.

Figure 1: Chart of Accounts Elements with Roll Ups

Class
Fund } Category
CAFR Type
CAFR Group
Class
BS Account II Category
Type
Group
CAFR Major BS Account
CAFR Minor BS Account
Class
Object Category
Type
Department Group
Object CAFR Major Object
CAFR Minor Object
Class
Revenue Source —— Category
Type
Department Group
Revenue Source CAFR Major Revenue Source
CAFR Minor Revenue Source

The number of levels implemented in each hierarchy is dependent upon online and offline reporting
needs. Most COA elements (except organizational elements) use the hierarchical elements of Class,
Category, Group, and Type. Some elements, such as Fund, Object, Revenue Source, Balance Sheet
Account (BSA), and Activity, have additional roll-ups that can be used for compiling the Comprehensive
Annual Financial Report (CAFR). These CAFR roll-ups are optional, and any of the other four (Class,
Category, Group, or Type) can be used for CAFR reporting.

Regardless of whether a user enters a code directly on a transaction or it is populated by an inferred
value, AFIS obtains all roll-ups associated with the code from the appropriate reference page. Typically,
AFIS infers roll-up values and they are rarely viewed within the document. The code is stored on the
accounting line, posting line and journal records for historical and reporting purposes. All of the roll-up
codes may not be viewable on a document in the accounting line or posting line, but they are viewable
in a journal, such as the Accounting Journal (JACTG).

Centralized and Decentralized Elements
Centralized accounting elements are controlled and maintained centrally, Decentralized elements are
defined and maintained at the department level. AFIS Chart of Accounts meets both these centralized

13
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and decentralized needs with five types of COA elements: Fund Accounting codes, Organization codes,
Budgetary codes, Cost Accounting codes, and other codes.

Fund Accounting Elements

Fund accounting reflects measures concerning funds and general ledger accounts. There are four
elements that must be defined for fund accounting to work properly: Fund, Balance Sheet Account,
Object, and Revenue. These four elements enable each fund to have a self-balancing set of accounts
sufficient to capture all the reported attributes of a portion of the State’s activities and resources.

Organizational Elements

AFIS includes elements reflecting the organization for Centralized and Decentralized needs. The primary
Organizational Structure Element is Department. Cabinet and Government Branch are roll-ups of
Department. These three levels create the Centralized Organizational Structure. Additionally, Unit is the
lowest level of the Organizational Structure. The optional organizational levels between Department and
Unit include: Division, Group, Section, District, and Bureau. Users enter Department and Unit on
documents, and the additional levels are inferred.

Budget Elements
Budget elements consist of Appropriation Category, Appropriation Unit, Fund Group, Fund, Budget
Fiscal year and other organizational elements.

Cost Accounting Elements
AFIS Cost Accounting elements include: Major Program, Program, Phase, Program Period Code, and
Funding Profile. Cost Accounting elements are keyed by department and approved centrally.

Other Elements

AFIS provides other elements for reporting and tracking transactions across different funds and
organizations to view how funds have been collected or spent for a certain measure. The programmatic
elements are: Location, Activity, Function, Task, Sub Task and Task Order. These additional elements
allow you to indicate more details about the transaction.

1.4. Budget Control Overview

Budget levels are the framework on which budget lines are created and maintained. Budget structures
exist for Appropriation Controls, Department Budgets, Revenue Budgets, Grants, and Projects. Budget
structures in AFIS work independently; therefore, a Department budget(s) does not have to sum up to
the relative Appropriation Control budget. Budget controls differ from this process in that when a
transaction is edited for budget availability the transaction will reject if the budget is not available at the
Appropriation Control level.

Each budget structure has an associated document code. Each budget document allows the addition of
new budget lines as well as modifications, deactivations, reactivations, and deletion of existing budget
lines within a particular budget structure.

14
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There are eleven budget structures that are active in AFIS.

Every budget structure has a different inquiry page for each budget level within the structure. The
information displayed on the budget inquiry pages includes the following budget tracking amounts.

Budget Structure 37 — Program Phase Expense

Budget Structure 38 — Program Period Expense

Budget Structure 39 — Program Period Reimbursement

Budget Structure 40 — Program Phase Reimbursement

Budget Structure 90 — Appropriation Control

Budget Structure 91 — Department Expense — Department Object Group
Budget Structure 92 — Department Expense — District

Budget Structure 93 — Department Expense — Division

Budget Structure 94 — Department Revenue Source

Budget Structure 95 — Department Expense — Unit

Budget Structure 96 — Program Period Award

Expense Budget Structures (Central and Department):

Expense Actuals — Amounts for Pre-encumbered, Encumbered, Accrued Expenses, Cash

Expenses, Uncommitted, Unobligated, etc.

Budgeted Amounts — Such as Adopted, Amended, Allocated, Transfers In, Transfers Out,

Original Budget, Current Budget, Total Allotted, Year to Date (YTD) Allotments, etc.

Revenue Budget Structures (Central and Department):

Revenue Actuals — Billed Earned Revenue, Collected Earned Revenue, Collected
Unearned/Deferred Revenue, Total Revenue, Unrecognized Revenue, etc.

Budgeted Amounts — Adopted, Amended, Allocated, Transfers In, Transfers Out, Original

Budget, Current Budget, etc.

Grants and Projects budget structures display a combination of the Expense Actuals, Revenue Actuals,

and Budgeted Amounts listed above.

Each inquiry page provides drill down capability that opens a window where documents which have

updated the selected budget bucket are listed. Each record has a link to open the document. The page

also provides a download action to create an Excel file of all documents for the budget amount being

investigated, which can then be saved locally.

15
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Table 3 below provides a list of key Chart of Accounts elements used in the Central and Department

budget structures.

Table 3: COA Elements Used in Budget Structures

16

AFIS COA Elements

Budget Fiscal Year (BFY)

Fund Group

Department

Unit

Appropriation Category

Object

Revenue Source

Department Revenue Source

Fiscal Year

Accounting Period (APD)
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Lesson Summary

In this lesson, you:

= Reviewed the business areas within AFIS
= |dentified the types of pages used in AFIS
= |dentified Chart of Accounts elements

= |dentified basic Budgetary Control structures

Check Your Progress

1. Which pages are used to define document processing rules?

a. Documents
b. Reference Pages
¢. Inquiry Pages
2. Which type of page can be routed to workflow for approval?

a. Documents
b. Reference Pages
¢. Inquiry Pages
3. On which type of page is data entry generally not allowed (generally viewing only)?
a. Documents
b. Reference Pages
¢. Inquiry Pages
4. Financial transactions and budget transactions use different COA elements.
a. True
b. False
5. Budgets are used to control spending so that it does not exceed pre-defined limits.
a. True
b. False
6. The Roll Up (Hierarchical) COA elements in AFIS are required when processing a transaction.

a. True
b. False
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2. Navigating in AFIS

Learning Objectives

In this lesson, you will:

= Access AFIS and review the Home page

= Navigate AFIS using the Primary and Secondary Navigation Panels
= Access the online Help system

= Access the document/page History

= Personalize the Home Page and Favorites
Lesson Overview

AFIS includes navigation panels to help you access information in the system. In this lesson, users will
learn how to access and move through AFIS. Users will also learn specific navigation techniques and
terminology and how to access the online Help system.

2.1. Accessing AFIS

AFIS is accessed via a web browser directed to the web portal login and users must have an active AFIS
account to gain access.
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AcTivity 2.1
Log into AFIS

Scenario

You have an active AFIS account and are ready to log into AFIS.

Setup

v User has internet access and a compatible web browser (Internet Explorer).
v" Popup Blocker is disabled.
v' User has an ID and password provided only for training (training ID).

Steps
A. Open Internet Explorer and browse to the AFIS portal homepage.
1. Open Internet Explorer.

2. In the URL field at the top of the broswer, enter the address for the AFIS website:
http://finance.az.gov/webapp/FINTRNGa/Advantage

3. Press the Enter key. The AFIS Login page opens.

Note: At this point, create a shortcut to the homepage on the desktop by right-clicking anywhere on the
page and selecting Create Shortcut. This will quickly launch the application from the desktop.

B. Loginto the AFIS training environment.
1. Inthe User ID field, enter the data from your student data card.
2. Inthe Password field, enter the data from your student data card.

3. Click the Login button. The AFIS training environment opens to the AFIS Home page.

Note: This activity is for accessing the training environment for classroom training. After AFIS goes live, a
different URL and ID will be used.
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2.2. Home Page and Navigation Panels

The AFIS Home page is the first page displayed when users log into the system. The Home page contains
two major navigation panels: the Primary Navigation Panel located at the top and the Secondary
Navigation Panel located on the left. Navigating to pages in AFIS will display them in the Main Content
Pane.

%AFIS Jump to g‘ﬂ P Home /% Personalize () Accessibiliy [ App Help . About

Procurement | Budgeting | Accounts Receivable | Accounts Payable

Welcome, Student 7

Training - Financial

Message Center

Administration

Primary Navigation Panel
The Primary Navigation Panel is located at the top right of the Home page and contains icons and links,
identified in Table 4 below, that enable access to pages and information in AFIS.

Table 4: Elements of the Primary Navigation Panel

Jump to Use this field to quickly navigate to most pages in AFIS by entering the Page
Code and clicking Go. Entering the Page Code for a table or inquiry will display
Jump to: 4| Go| | that page. Entering the Document Code for a document will open the Document
Catalog.
Home Click the Home icon to return to the Home page.
m Home
Personalize Click the Personalize icon to open the Personalization window. From the
6@ . Personalization window users can modify the Home page or Favorites.
Accessibility Click the Accessibility icon to open the online help system in a format that
@.;.C,:Eﬁihim}.- is 508 and w3c Compliant. Section 508 of the Rehabilitation Act

Amendments requires US Federal agencies to ensure that the information
technology allows Federal employees with disabilities to use information
and data that is comparable to information and data used by Federal
employees who are not individuals with disabilities. The w3c guidelines
explain how to make Web content accessible to people with disabilities.

App Help Click the App Help icon to open the online help system.

EE App Help

About Click the About icon to view version information for the software.
fﬂ About

Logout Click the Logout icon to log out of AFIS.
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Secondary Navigation Panel
The Secondary Navigation Panel appears on the left side of the window. Unlike the Primary Navigation
Panel's icons and links, which remain visible at all times, the menus that appear in the Secondary

Navigation Panel change depending on what type of page is displayed. The menu options enable access
to the following functions in AFIS:

WAFIS

Training - Financial

Meszage Center

Search

H ©H

Higtory

Favorites

[+

Administration

[

Message Center
The Message Center allows users to access their Worklist.

GAFIS

Training - Financial

= Mesz=zage Center
Inbozx
Alerts

Broadcasts

Worklist
Forms
Search
Hiztory
Favorites

Administration

Worklist

A Worklist is a listing of all documents assigned to users for action or to any of the assigned workflow
roles. Documents requiring approval are routed to the user’s Worklist. In addition to the personal
Worklist, Worklists for each approval role granted are also viewable.
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The Worklist page opens displaying work items. The user’s full name is displayed in the Select Worklist
field. Additional workflow roles are displayed in the Select Worklist drop-down menu. Selecting a
workflow role from the Select Worklist drop-down menu displays all of the work items that have been

assigned to the role.

WAFIS Jump to ﬁﬂ B Home J—"Pemunahze Q) Accessivility [g] AppHelp 7, About

Procurement | Budgefing | Accounts Receivable | Accounts Payable

Welcome, Student 7
Training - Financial Worklist

) Message Center

& Inbox

Select Worldist : | Student 7w | Change Workdist Role Order
Compose
Level:| [v]
Inbox Code : w
Alerts Dept:
Broadcasts 1D:
Submitter D :
Worklist
ors Escalatedtem: | [v |

Feom Browse Clear

Search
History Level Code Dept ID Priority Escalateditem Comments Creator|D SubmitterID Date Reason Message Priority Reason
First Prev Next Last Approve Reject Take Task Retum Task Change Priority — Refresh

Favorites

Menu Recall Worklist Details Workiist Pipeline

Administration

Search

The Search feature enables users to browse documents and pages by specifying certain criteria. When
entering search criteria, text can be typed in upper or lower case (all text is automatically converted to
upper case for the search parameter). Entering an exact value (name, date, description, etc.) in a field

limits the search results.

Commas can be used to provide multiple search criteria. For data that contains commas, enclose the
search criteria within single quotes. For example, enter 'Construction, Inc.' in the Vendor field in order
for the criteria to be treated as one entry.

A wildcard is a character that can be used to represent one or many characters when specifying search
criteria in AFIS. Range characters can be used to narrow search results. Wildcard and Range characters
are shown in Table 5.

Table 5: Wildcard and Range Characters

Wildcard/Range Characters | Example

Asterisk (*) If 01* is entered, the system returns all records that begin with
01. The asterisk can be entered at the beginning, middle, or end
of the search criteria.

Colon (3) If 10/1/2013 : 10/15/2013 is entered in the Create Date field on
the Document Catalog, all documents created on or after
10/1/2013 and on or before 10/15/2013 are returned in the
search.

Greater Than (>) If >10/15/2013 is entered in the Create Date field on the
Document Catalog, all documents created after October 15,
2013 are returned in the search.

Greater Than or Equal To (>=) Adding the equal sign after the greater than symbol (>=) results
in documents created on or after October 15, 2013 being
returned in the search.
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Less Than Sign (<) If <1/15/2012 is entered in the Create Date field on the
Document Catalog, all documents created before January 15,
2012 are returned in the search.

Less Than or Equal To (<=) Adding the equal sign after the less than symbol (<=) results in
documents created on or before January 15, 2012 being
returned in the search.

Page Search

Page Search provides access to all inquiries, tables, and documents. Inquiries are the most commonly
used function for Page Search. Entering information into multiple fields will narrow down the results
that are returned, the following fields are available:

= Category — Drop-down menu that indicates which functional grouping a page belongs to

= Page Type — Drop-down menu used to select one of the three different page types (Documents,
Reference tables, or Inquiries)

= Description — Enables the user to enter all or part of the name of a page

= Page Code — Enables the user to enter the page code assigned to a page

Users may enter wildcards (*) for partial values. The wildcard character (*) can be placed before, after,
or anywhere in between a word or code to expand information returned in the search. After entering
search criteria, click Browse to display the results.

~AFIS Jump 10! @[ oo] | P Home S Personaiice () Accessiviity [ Ao Help . About

Procurement | Budgefing | Accounts Receivable = Accounts Payable

Welcome, Student 7
Training - Financial Page Search

Message Center Menu

Search
&) Searc Category : [~]

Page Search Page Type : <]
[l Document Catalog Description :

P Code :
Contract Catalog sl

Browse Clear

Report Search
History Description Page Code

Favorites ~ 1099 Reporting Classification 1098CL
1099 Date and Document Paramelers Table 10980

Administration
1098 Extemal Reported Income: 1099ER

1099 Reporting Information 10991
1098 Processing Options and Control 1099P
1099 Reported Income 1099R
1099 Reporiing Payer Information 1099RP
1099 Transmitter Information 10997
Allowable Accounting Periods for Document Gode  AAPDG
Bank Account Balance ABAL
First Prev Next Last

Document Catalog
The Document Catalog provides access to all documents in AFIS and allows users to create new

documents. Enter information in any of the following areas:

= Document Identifier — Enter the specific document Code, Dept, Unit or ID
= User Information — Enter the Create User ID, or Create Date

= Document State — Enter the Function, Phase, or Status of the document
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After entering search criteria, click Browse to display the results in the grid at the bottom of the page.

MAFIS Jump te: 4[ o | £ Home é’-" Personalize (Y] Accessibiliy [g] AppHelp - About | (5]
Welcome, Student 7 Procurement | Budgeling | Accounts Receivable | Accounis Payable
Training - Financial Document Catalog
Message Center

Creale b
o Search
Page Search = Document Idenfifier
Code : Unit:
B Document Catalog ode ] un
Dept. : D:
Contract Catalog
Report Search b User Information
History » Document State

Favorites
Browse Clear

& A

Open Validate Submit Copy

Code Dept. Unit ID Comments Version Function Phase Status Date UserlD Amount Active

First Prev Next Last

Menu

Users can create a new document from the Document Catalog by clicking Create at the top of the page.

Enter information in the following areas:

= Document Identifier — Enter the specific document Code, Dept, Unit, and ID (not required if
using Auto Numbering)

= Other Options — Select the checkbox for Auto Numbering (if the document allows AFIS to assign
the document ID number) or Create Template (if the document will be a template for future
documents)

After the document information is entered, click Create to open the new document in Draft phase.

Contract Catalog
Users can search for existing contracts or create new contracts using the Contract Catalog.

Report Search
Click Search, and then Report Search, to search for and open any report in AFIS. Select the Folder or

enter the Report name in the search criteria fields and then click Browse.

Jump tof ﬁ‘ﬂ 4 Home éfwemunanze ) Accessivility [g] AppHelp 7, About

Accounts Receivable | Accounts Payable

Procurement | Budgefing

Welcome, Student 7

Report Search

essage Center

Bl Search Browse Clear
Page Search Folder : ]

) Document Catalog Report :

Ceontract Catalog Report Folder

G oD + Generate Invoice Batch Jobs
History Generate Stafement ~ Batch Jobs
Past Due Invoice Batch Jobs
PastDue Slalemen!  Batch Jobs
Select for Collection  Batch Jobs

Favorites

Administration

Select for Write Off Batch Jobs

Aging by Cust Report  Reports - AR

Aging by Dept Report ~ Reports - AR

Past Due Report Reports - AR

RSRC Summary Report Reports - AR
First Prev Nex! Last

History
AFIS keeps track of the 10 most recent documents or pages accessed during a session. To return to a

recently accessed page, select History, and then select the page name from the Secondary Navigation
Panel. The pages are listed in the order they were accessed, starting with the most recent page listed at
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the top. To refresh the listing of pages in the History folder, simply collapse and re-expand the History
group by clicking the expand/collapse button.

Training - Financial

E Meszszsage Center
Inbeaz

Alerts
Broadcasts
Workiist
Forms

Search

[ History

Broadcasts

Alerts 4
Favorites

Administration

Favorites

Once a page in AFIS has been added to the favorites list it will appear under Favorites in the Secondary
Navigation Panel. The steps to add a page to Favorites are different for documents and pages. To add a
document to Favorites, open the document, and click Add to Favorites in the Document Menu at the
top center of the document.
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To add a reference table or inquiry page to Favorites, open the table or page, right-click anywhere on
the page, and click Add to Favorites.

Report Search

Browse Clear

Folder: ﬂ

Report :

Report Folder

v+ Generate Invoice Batch Jobs

Generate Statement Batch Jobs

Past Due Invoice Batch Jobs Page Help
Past Due Statement Batch Jobs Print Page
Select for Collection Batch Jobs Add To Favarites

Select for Write Off Batch Jobs

Aging by Cust Report  Reports - AR
Aging by Dept Report  Reports - AR

Past Due Report Reports - AR
RSRC Summary Report Reports - AR
First Prev Mext Last

After clicking Add to Favorites, a pop-up window appears allowing users to enter a customized name for
the Favorites list to display. The name entered should help identify the page. After selecting OK, an

information message is displayed indicating that the page has been successfully added to the Favorites
list.

Users can modify their Favorites list on the Personalization page. The Personalization page is a separate
page that opens in a new window with personal Secondary Navigation Panel options. Use the
Personalization options to modify or delete existing Favorites.

<AFIS &

Workspaces

<>

Home Page

[Z] Favorites
DCTRL
CBALSQ

CR
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ACTIVITY 2.2
Navigate in AFIS

Scenario
You are ready to practice navigating in the system. Review each of the commands on the Primary and
Secondary Navigation Panels. Search for a page and search for a document.

Setup

v' User is logged into the system and is at the AFIS Home Page.

Steps
A. Navigate in AFIS, using the Primary Navigation Panel.
1. Inthe Primary Navigation Panel, in the Jump to field, enter FUND.

2. Click Go or Enter. The Fund table opens.

~AFIS

o] | PHome O personaize @) Accessivity | AppHep . About

Jump to; FUND

Welcome, Student 7 Procurement =~ Budgefing = Accounts Receivable = Accounts Payable

Training - Financial Fund y

E] Message Center

Inbox

orte Fiscal Year  Fund Hame Active  Effective From Effective To
v 2014 1000 GENERALFUND Yes
Broadeasts 2014 1234567 System TestFund es
Worklist 2014 12345678 System TestFund Yes
Forms 2014 1300  GENERAL FIXED ASSETS Yes
E Search 2014 1600  CAPTAL OUTLAY STABILIZATION Yes
Page Search PRI
Document Calalog Save Undo Delete Insert Copy Paste Search @B
Report Search = General Information
O History “Fiscal Year :[2014 & Effective From : =
Broadcasts “Fund:|1000 Effective To: iz
Aerts *Name : |GENERAL FUND Active :
Favorites “Short Name : |GENERAL FUND Budgeting :
= ‘Bank:(gko1 &) Component Unit :| |
Administration Tk [ oot Fundt:| [
‘Master Bank: gkt &) Major Fund :
FY Beginning Balance : < g General Capital Assets (GCA) Fund :| ]
DebtID: & Responsibility Center Posting :| |
Allow Override of Responsibility Center Posting :
Allow Negative Investment Balance :| ]

3. Click Home. The Home Page opens again.

27




AFIS | Getting Started with AFIS

4. Click Accessibility. The Online Help window opens to the Accessibility page.

Contents

1 welcome
(A About this Help
Help Overview
Typographical Conventions Used
| Mavigating the Help System
= Searching the Help System
Printing the Online Help
(1 Accessibility
Accessibility Features
Access Keys
Advantage Support Center
@ Getiing_started
@ Documents
@ Page_Table
@ sccounts_Payable
@Accou nts_Receivable
@ gudgeting
@ Chart_of_Accounts
@ Check_witer
@ Cost_Accounting
@ Cost_Allocation
@ Debt_Management
@ Disbursements
@ Fired_Assets
@ GA_Main_Menu_Project
@ Grants
L] Inventory
@ Internal_Costing
@ Procurement
@Travel

Home > Welcome > About this Help = Accessibility

Hide

Accessibility

CGl Advantage contains built-in accessibility features meant to support the Federal Government's
Section 508 requirements as well as the World Wide Web Consortium’'s (W3C) Web Content
Accessibility Guidelines (WCAG) 1.0. These accessibility features are available for and may be
beneficial for all users. However, they were designed specifically to address accessibility issues,
and the system supports JAVWSE for Windows 14 and Window-Eyes & used in conjunction with
Microsoft Internet Explorer and Mozilla Firefox.

Key Accessibility Features

Detailed in this section are the key accessibility features contained within CGl Advantage. The
system contains many more accessibility features but these are the key features that will enable
you to more effectively navigate through the system. Click on the following topics for more
information about each accessibility feature.

o Access Keys
« Keyboard Accessibility

& Column Headings |dentified for Data Tables

o Textual Equivalents

« Page Organization

o Ermor Messages on Top
o Consistent Navigation

« Required Field Indications

nd : T 2 LAT,

5. Close the Online Help window.

6. Click About. The Software Version information window is displayed.

7. Click Close to close the pop-up window.

B. Navigate in AFIS, using the Secondary Navigation Panel.
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2. Click Worklist to view the Worklist for the training ID.

Jump to: FUND ﬁlﬂ @ Home: ﬁ Personaliz

Procurement Budgeting Accounts Receivable Accounts Payable

Training - Financial Worklist

[ Message Center

fnoo Select Worklist : lm Ghange Worklist Role Order
HEE Level : l_i[
Broadcasts Code : g
Worklist Dept:
Forms 1D
= Search Submitter 1D :
TroEE Escalated Item : l_il
Document Catalog Browse Clear
Report Search 4
[ History L Level Code Dept ID Priority Escalated ltem Comments Creator 1D i ID Date ge Priority
Broadcasts First Prev Next Last Approve Reject Take Task Retumn Task Change Priority  Refresh
Aleris Menu Recall Workist Detalls Workiist Pipeiine

Favorites

Administration

C. From the Secondary Navigation Panel, search for the Fund page.
1. Inthe Secondary Navigation Panel, click Search.
2. Click Page Search.
3. Inthe Page Code field, enter FUND.
4. Click the Enter or Browse.
5. Click the Fund link and review the page.

D. Search for a document.

1. On the Secondary Navigation Panel, click Document Catalog.

2. Inthe Code field, enter IPO.

3. Inthe Dept field, enter the data from your student data card.
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4. Click Browse.

[ co| Priome P rersonaize R Accessity [gl Apptep T About | (]

Procurement | Budgeting | Accounts Receivable | Accounts Payable

Jump to: FUND

Document Catalog

) Message Center

Create &b
b ¥ Document Identifier

Alerts Code:|pg & unit:
Broadcasts Dept.:[107 ID:
Workist
— b User Information

[ Search b Document State
Page Search

Document Catalog R

Report Search q Action Meni

Open Validate Submit Copy

B History
Broadcasts Code Dept. Unit D Comments Version Function Phase Status Date UserlD Amount Active
Alerts Jro 107 150404000009 Mo 1 Hew Draft  Held 44115 Student?  S0.00 Yes

— Jwro 107 150404000010 Ho 1 Hew Final ~ Submited 4/4/15 Student? 519989 Yes

Administration D PO 107 150404000010 No 2 Canceliaion Draft Heid 4/4/15  Student? 519998 Yes

[Jwro 107 STU723 to 1 Hew Final ~ Submited 10/7/14 Training S800.00 Yes
[Jwro 107 STU755 to 1 Hew Final  Submited 10/7/14 Training $199.99 Yes
Jwro 107 STU774 Ho 1 Hew Final ~ Submited 10/7/14 Training S500.00 Yes

First Prev Next Last

Menu

5. Inthe search results, click the data from your student data card.

%AFIS wmpto]F0 @[ co| B Home 2 personaize () Accessibity g Apptel T About [

Welcome, Student 7 Procurement | Budgefing = Accounts Receivable ~ Accounts Payable

Iview All 1 of 1 This pasting is not allowed by BFY Profiie A, stage 3 (A2079)
Internal pnmna:eomemm)| Dept: 107 1D: STU723 Ver: 1 Function: New Phase: Final ‘ =
= Lstview | A
(el DRI G ENWO | Extended Description | Contact | Document Information
Document Name: Student 7 Billing Location: &
Shipping Location: &
Record Date: 10/07/2014 B
Delivery Date: =
Budget FY: 2015
Cited Authority: &
Fiscal Year: 2015
N Actual Amount: $300.00
Period: 4
Closed Amount: 50.00
Document Description: Student 7
Closed Date:
Open Amount: 5300.00
Referenced Amount: $0.00
v
Vendor Total Lines: 1 Vendor Line: 1 Vendor Customer:  Legal Name:
Accounting Total Lines: 1 Accounting Line: 1 Line Amount: $500.00 Line Open Amount: $500.00
Posting Total Lines: 1 Posting Line: 1
[ Edit | [ copy ‘ (%4 Copy Forward ‘ [ Discard ‘ & Print | Processing ™ Wﬂrkllnw'l Fie ~ | [EJ Close ‘

Note: Do not close the document. The next activity will start at this point.

2.3. Navigation Tools

The pages in AFIS will display in the Main Content pane. On a page users will see various options,
buttons, fields and links that are used to interact with that page. Understanding these features will assist
in performing tasks efficiently and accurately.
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Navigation Features

Table 6 lists commonly used navigation features.

Table 6: Navigation Tools

Navigation Feature

Behavior

Action Menu

Actian Wanu

Provides users with a menu of available actions that can
be performed on that page.

Calendar Tool |

Available for selecting dates or date ranges from an
interactive calendar.

Check Box O

Used to indicate whether the condition is on (checked) or
off (unchecked).

Close Window

This button is located at the top right corner of a window
and closes the window when selected.

Document Menu | |

Provides a menu of available commands that can be
performed on the document or using the document.

Drop-down List

Provides a list of items available for selection.

Expand All/Collapse All &k

Selecting the downward arrow expands all collapsed
sections on the Page. Selecting the sideways arrow
collapses all expanded sections on the Page.

Maximize and Restore Toggle =i ksl

These toggle buttons are located at the top right corner
of a window. When the Maximize button is selected, the
window expands to fill the screen and the button toggles
to the Restore Down button. When the Restore Down
button is selected, the window returns to its original size.

Minimize [-]

This button is located at the top right corner of a window.
When selected, the window closes and an icon is placed
in the Task Bar on the Desktop. To re-open the minimized
window, select the icon in the Task Bar.

Navigation Links/Buttons
Firzt Prev Mext Last

Firzt | Previouz Mext | Lazt |

Navigation links/buttons are used when a document or
table has more lines than can be displayed at once. When
the links are underlined or the buttons are enabled, there
are more records on the page that are not in view. Use
these navigation links to page through the additional
records.

PickList |§

Opens a page to provide a picklist of items to search and
select.

Quick Switch X!

This button is located in the summary bar of documents
with more than one of a section line. When the button is
selected, the Quick Select Row page opens, allowing the
user to select another row in the document.
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AcTiviTy 2.3
Practice Using Navigation Features in AFIS

Scenario
Now that you have opened a document in the last activity, practice using some of the navigation

features.

Setup

v' User is logged into the AFIS and has a Cash Receipt (CR) document open.

Steps
A. Edit the document and view the document menu.
1. Click Edit in the bottom left of the page.
2. Click the Calendar button next to the Record Date field.

3. Click the date a week from today on the calendar. The date populates in the field.

MAFIS wmpto 0 |4 Go| | @@ Home 2 personaize @ Accessivity [ Apptien T About| (€]

Welcome, Student 7 Procurement = Budgefing = Accounts Receivable | Accounts Payable

Internal Purchase Order(IPO) | Dept: 107 ID: STUT2.3 Ver: 2 Function: Modificaion  Phase: Draft | ~
licfder 5
= ustview | A
[RGB Extended Description | Contact | Document Information
Document Name: | Student 7 Billing Location: |
Shipping Location: &
Record Date: B
Budget Fy: | Record Date 5 Delivery Date: B
Cited Authority: &
Fiscal Year: | ¢  [Apri 2615 >
period: | 54 Mo Tu y:-”; Fs, s: Actual Amount: $500.00
Closed A t: $0.00
Document Description: 6 7 8 91011 losed Amoun
12 13 14 15 16 17 18 Closed Date:

19]20)21|22{23| 24| 25 Open Amount: $800.00

26 27 28 29 30 v
Referenced Amount: $0.00
=] Savel 5% Undo

Vendor Total Lines: 1 Vendor Line: 1 Vendor Customer:  Legal Name:
A i Total Lines: 1 ing Line: 1 Line Amount: $500.00  Line Open Amount: $500.00
Posting Total Lines: 1 Posting Line: 1
B Oﬂuyl Vaﬂja!e‘ E Suhm't‘ [ Discard ‘ =) Prinl‘ Processing ~ Wﬂrkllﬂw'l Fie~ | B4 clnse‘

B. Navigate to the Accounting component of the document.
1. Inthe Line Amount field, change the amount from $800 to $550.

2. Click the Validate button to check for errors. If any errors exist, fix the errors and click the
Validate button again.
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C. Navigate to the Posting component of the document.

1. Review the posting pairs generated.

Posting - Total Lines: 1 _Posting 'Ei 1 5 =i|al

Debit Posting Debit Posting Name Debit Amount

Line Function Credit Posting Credit Posting Name Credit Amount

PO06 Res Encumbrance: $250.00 P
POOS Encumbrance 5250.00

From 1 1o 1 Total: 1 Gotoine:[ | G0

1 Standard

2.4. Using Application Help

The Application Help (App Help) icon on the Primary Navigation Panel opens the online support
documentation for AFIS in a separate window. The Online Help window has its own navigation panel on
the left which includes a Table of Contents and a Search feature. Once a topic is selected in the Table of
Contents, the article will display in the Main Content Pane. Some articles may contain links to other
related articles for reference.

Online Help Contents
With Contents selected, clicking the Welcome link will expand it to display a list of help topics. These
help topics contain further expandable links to information on each topic. The help contents include:

=  About this Help
= Getting Started
=  Documents
= Table/Page

=  Functional areas: Accounts Payable, Accounts Receivable, Budgeting, Chart of Accounts, Check
Writer, Cost Accounting, Cost Allocation, Debt Management, Disbursement, Fixed Assets,
General Accounting, Grant Lifecycle Management, and Treasury Accounting

= User Guide Downloads (PDF version of the online User Guides): Overview, Business Area, Run
Sheets and System Administration
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Clicking a topic area, for example Accounts Payable, further expands and displays the subtopics. A

corresponding page opens on the right, with each click in the left column. Within each topic area, the

following information may be included.

=  Business Area Overview

=  Common Terminology

=  Document Information

=  Common Business Tasks

=  Watch - Video demonstrations providing the steps to complete a task

(3] contents {3 Search

X

() Welcome
B About this Help
> Getting Started
@ Documents
@ Table/Page
15 Arcaints Pavable
Accounts Receivable
& Budgeting
B Chart of Accounts
B Chack Writer
@ Cost Accounting
@ Cost Allocation
P Debt Management
& Disbursement
@ Fixed Assets
@ General Accounting
& Grant Lifecyde Management
@ Inventory
@ Internal Costing
@ Procurement
@ Travel and Expense Management
& Treasury Accounting
User Guide Dovinloads

[ r—

CGl Advantage

Accounts Payable

The following topics are available in this section

Click the topic name on the flow line for detailed information. You can also navigate using the TOC on the left-hand panel

| Accounts Payable |

Eﬁ Overview l

E:] Retainage |

Gl sew |

L] racs |

E:] Terminology |

E:] Batch Processing I

E:] Watch |

¢ Check |

7] Document info I

E:] Reports I

7] Common Tasks

General Information

[ Cross Year
Payment Request

Business Functions

Advanced

Other
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Search

When the Search button is clicked, a search field appears in the left column. Using the Search
functionality generates a list of the word(s) and their location in Application Help. Search options allow

users to:

= Highlight the search criteria in the search results to easily identify the location of the word(s) in

the text.

= Specify how many search results display in the left hand column.

Clicking the result in the left column displays the corresponding page on the right.

(3] contents B Search

G- ool

CGl Advantage

[Type in the word(s) to search far:
o

Highlight search results

Search results per page[10 |

Welcome

CGl Advantage Financial has been a cornerstone in the foundation of public sector solutions for almost 30 years. GGl Advantage has evolved from our flagship financial system to a
comprehensive component-ERP solution. Itis built on three decades of experience supperting public sector business requirements and the understanding of those requirements. CGI
Advantage Financial is architected as a JAVA based web-centric application deployed through a web browser.

CGl Ad Prof

ge P i of the CGI Advantage suite. but can also be a stand-alone pi solution. L ging Wel
Procurement Profi vides state-of-the-art automation and an intuitive end-user interface. CGI Advantage Procurement Professional seamlessly supports the entire

i b technol CGl

[Total Number of Search Results : 1237

Title

Accounts Payable
Accounting Model
Accounts Payable
Accounting Model

Rank &

Event types in the 1
Accounts Payable
(A/P) accounting

Accounts Payable

Defaults

Accounts Payable

Defaults Default 2
Account

Description ...

New Payment
Transactions
During the
Accounts Payable
Period

Hew Payment
Transactions During
the Accounts
Payable Period A
Payment Request is
defined ...

Accounts Payable
Event Type
Processor
Accounts Payable
Event Type
Processor Many of

the event types used
to request payment
bal ...

Disbursements
Accounting Model

Accounting Model
Tha numher nf B

Disbursements V]

procurement cycle, from request to solicitation to evaluation and contract management, and delivers a simplified, integrated process for buyer and vendor alike

Use either the links on the image below or the Contents tab on the left-side frame to navigate through the Online Help System

Advantage Financial

1

E:] Disbursement

TR e

Budgeting

About this Help E:] Accounts Payable

» | Getting Started

Documents [*] General Accounting

Grant Lifecycle
Management

Travel and Expense
Management

Table/Page

Check Writer

D Cost A i

Internal Costing

G Cost Allocation Ell'l

Ej Debt Management I

i

Downloads

Inventory

General Information

1

E:] Treasury Accounting

Business Areas

~
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AcTIvITY 2.4

Access Help and add a Favorite

Scenario

Access online help to look up how to add a Favorite, then add the General Fund reference table as a

Favorite.

Setup

v' User is logged into the AFIS Home Page.

Steps

A. Access online Help.

1. On the Primary Navigation Panel, click App Help.

In the Secondary Navigation Panel, click Welcome.

2
3. Click Getting Started.
4

Click Favorites.

L] Contents (g8 Search

From— ool

CGl Advantage;

m Welcome
& About this Help
() Getting Started
E Overview
E Home Page Navigation
z Jump to Action
z Home Page Windows
EWurkspa ce Pages
E Favorites
ﬂ CGI Advantage Email
zﬁlerts
z Broadcasts
@Wurkist
E Forms
E History
z Change Password Page
z Change Password Hint Page
Common Business Tasks
@Advantage Search Functional
Browser Settings
Frequenthy Asked Questions
@ Documents
@ Table/Page
Accounts Payable
Accounts Receivable
@ Budgeting
@ Chart of Accounts
@ Check Writer
@ Cost Accounting
@ Caost Allocation
@ Debt Management
Disbursement
2 Fixed Assets
@ General Accounting
i, - -

£ >

Favorites

The Favorites List enables you to navigate to specific CGl Advantage pages that you have selected. (This

function is similar to the favorites or bookmark functions in your Web browser.)

Open the page that you want added to your Favorites list. Right click on the page, or click on the Menu

link to bring up the pop-up menu shown in the below screen shot.

e

Commodity
Pop-Up Menu
Commodity Hame Active
~ 55501 Office Supplies - Paper Yes
2550101 Office Supplies - Computer Paper  Yes
55501 010000001  Computer Paper - Regular Yeas

55501 010000002 Computer Paper - 3-Hole Punch Yes

First Prew Mext Last

Save Undo Delete Inzett Copy Paste

P General Information

b General Options

b Specificationsinstructions

b Assignments

Top
A Commodity Ohject

Search @k

A Commodity Fixed Asset Threshold

Click Add to Favorites. This displays the following pop-up window, which allows you to enter the name for

Menu Back

Show Description
Page Help
Prirt Page
Lt Sart

Add To Favaorites
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5. Inthe Favorites article, scroll down, and then click Add a Page to Favorites. Review the steps
shown.

6. Click the X button in the top right corner of the window to close the Help window.
B. Use the Jump to field and add a Favorite.
1. Onthe Primary Navigation Panel, in the Jump to field, enter FUND.

2. Click Go. The Fund page opens.
3. Onthe Fund page, click Search.
4. On the Page Search page, in the Fiscal Year field, enter the current fiscal year.
5. Inthe Fund field, enter the data from your student data card.
6. Click Ok.
7. Right-click on the Fund information, and click Add to Favorites.
8. Inthe Enter a name for this favorite field, enter the data from your student data card and click
OK.
MAFIS Jump to FUND @wﬂ[ P Home ¥ Personaize Q) Accessivity [E] AppHelp . About
‘Weicome, Student 7 Procurement Budgefing Accounts Receivable Accounts Payable
Training - Financial Fund o
[ Message Center Menu Back
Inbox
Fiscal Year Fund Name Active Effective From Effective To
Alerts
v 2015 1000 GENERAL FUND Yes
froadossls 2015 1234567 System Test Fund Yes Field Level Help
Workist 2015 12345678 System Test Fund Yes Show Description
Forms 2015 1300 GENERAL FIXED ASSETS Yes Page Help
E Search 2015 1600 CAPITAL OUTLAY STABILIZATION Yes Print Page
Pae Soarth First Prev Next Last Multi Sort
Add To Favorites
Document Catalog | Save Undo Delete Insert Copy Paste Search 9
Report Search ¥ General Information
B History *Fiscal Year: 2015 & Effective From : B
Broadcasts “Fund : 1900 Effective To: B
Alerts “Name : GENERAL FUND Active :
Favorites *Short Name : GENERAL FUND Budgeting :
. z *Bank : ko1 f_}. Component Unit: [
Administration EFT Bank: o1 & Pool Fund [
*Master Bank : gKo1 2 Major Fund : Script Prompt:
FY Beginning Balance : gq gp General Capital Assets (GCA) Fund: [g] Enter a name for this favorite: =
DebtID: 2 Responsibility Center Posting : &
Allow Override of Responsibility Center Posting : New Favorie]
Allow Negative Balance : ]

Note: A message appears at the top of the page to notify you that the favorite was added.

9. Click Home to return to the Home Page

10. On the Secondary Navigation Panel, click Favorites to see the new favorite.

11. Click the name of the Favorite you created to return to the saved Favorites page.

2.5. Right-Click Commands

Additional features and functionality are accessed by right-clicking the mouse. A drop-down list is

displayed with the below commands.

= Field Level Help
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= Show Description
= Page Help

= Print Page

= Multi Sort

= Add to Favorites

WAFIS Jump to7 @[ eo] | P Home S Personalize ) Accessibilly g App Help . About

Procurement | Budgefing | Accounts Receivable | Accounts Payable

Welcome, Student 7

Message Center

Search _
History Document Type Document Code Document Name Active Effective From Effective To Helg
O Favorites v ABS ABDL Accounting Based Document Lapse Yes Show Description
CH ACG Manual Accrual No Page Help
DCTRL B
cH ACCA Automatic Accrual No Print Page
ceaLsa GH ACD Accrual Disallowance No Multi Sort
CR CH ACL Manual Accrual Clearing No Add To Favorites

Administration First Prev Next Last

aue lindn Delete Insedt Cony Daste ach  Sb

Field Level Help
When selected, this feature provides an explanation about the field. Position the cursor directly over the
field and right-click on the mouse. Select Field Level Help from the menu; the field definition displays in

a new pop-up window. To close the field help, click the Edin the top corner of the pop-up window.

Fiscal Year

FY

The Fiscal Year associated with an account or record. Validated against a Fiscal Year table which contains confrols and other atiributes of the year
Fiscal Year is often referred to as Accounting Fiscal Year to differentiate it from Calendar Year and Budget Fiscal Year
Fiscal Years are found in many places: option tables, many document headers, accounting lines, posting lines, journals, ledgers, and in batch parameters for selection or for population on generated documents.

Show Description

Show Description offers additional detailed information about certain fields. Position the cursor in the
field and right-click on the mouse. Select Show Description from the menu; the Show Description page
displays information, based on the associated Context Sensitive Search entry. For some fields (for
example, Fund), a link called Show Details is available at the top of the window. When it is clicked, the
associated reference page will display. Click Back, to return to the previous page.

wAFIs Jump to] FUND guﬂ P Home SO personaize (] Accessivity [g] AppHelp . About

Welcome, Student 7 Procurement | Budgefing | Accounis Receivable Accounts Payable

[view A1 of 1| @ This posting is not allowed by BFY Profie A, stage 3 (A2079)

Description for:

Internal Purchase Order(IPO) | Dept: 107 ID: STU723 Ver: 1 Function: New Phase: Final | ~ Show Delails
EVNT_TYP_ID: PROG

Header
L Order from Internal
Vendor Total Lis : 1 Vendor Customer:  Legal Name: Descriplion” . dor - Accounting
Accounting Line Line Amount Line Closed Amount Line Open Amount Event Type ~
1 $600.00 50.00 $600.00 FROG

From 1 to 1 Total: 1 Gotoline:|_| Go
= List View
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Not all fields have this capability; therefore, users may receive the message that Show Description is not
available for this field.

MAFIS Jump to- E\E @ rome & personaize  @X) Accessiviny [l App Help . Avout | (]

Document Control
Message Center e
Search
i Document Type Document Code Document Name Active Effective Fi
History Field Level Help
8 + ABS ABDL Accounting Based Document Lapse Yes
B it Show Description
cH ACC Manual Accrual No o
DCTRL
cH ACCA Automatic Accrual No Fage Help
CBALSQ cH ACD Accrual Disalowance No /B, Show Desciiption is not available for this attribute. Print Page
CR CH ACL Manual Accrual Clearing Ho Multi Sort
First Prev Next Last Add To Favorites
Save Undo Delete Insert Copy Paste Search % & oK
+ General Information

Page Help
When selected, a description of the page displays. Position the cursor anywhere on the page and right-
click. Select Page Help from the menu and the page description displays in a new pop up window. To

close the page help, click the B3 icon in the top corner of the pop-up window.

ﬂAFIs Jump 107 o] | P Home S personaiize QR Accessivity [ app Help T About | [

Welcome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable
Training - Financial Document Control
Message Center -7“:“1
Search =" 14 I'wek TEIN o IAdh Helo /T I A o /] =]
istory Document Type | Document Colll & Nttp://finance.az.gov/webapp/FINTRNGa/ advantag p/Page_Descriptions/General Accounting_Pages/Document_Control.htm 2
£ Favorites 7 UES Gl
o ace Document Control
DETRL cH ACCA
CcBALSQ cH acD This page allows you fo set general document processing rules for the documents within the system. Along with establishing
. the rules and options, this page allows you to establish the allowable accounting periods, effective dates, allowable document
CH ACL

actions and the allowable reference documents for a Document Code.
First Prev Nex Last

To ensure that the document amount for a particular document is always positive, enter the lower limit as 0.01. To represent
that you do not want an upper limit on the document, leave the upper limit blank (defaults to 0.00). The 0.00 in the upper limit
« General Information field indicates to the system that this field value should be ignored during processing and therefore no upper limit is evaluated.
Document Category : ABS
Document Category Name : Acig B
*Document Type : Ags

Save Undo Delete Insert Copy Past|

Several other tables are used in conjunction with this table to provide the capability of applying controls at different levels.
These tables are:

Document Type Name : Acig B + Document Category table
4 “Document Code : ABDL
*Document Name : | Accou + Document Type table

Document Short Name : | Actg L]

» Allowable Event table (by Document Type)

LT UG ST + Allowable Event Type table (by Document Code)

b Required Elements = Allowed References table

b Allowable Elements » Copy Forward Control table
b Manual Di
Top
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When selected, a Print window opens allowing users to select a printer to send the data of the current
table or page. The Print command will print the entire page even if it is not all currently visible on the

screen.

WAFIS Jump to: 4| co| P Home é‘.ﬂ Personalize ) Accessibilty [g] App Help . About | (U]
Training - Financial Document Control
Message Center r—
Search o) &S
History Document Type Document Code Document Name Active Effective From Effective To
i General | Options
o Favorites - ABS ABDL Accounting Based Document Lapse Yes ot
oeTRL cH ACC Manual Accrual No Select Prnter
cH ACCA Automatic Accrual Ho Send To OneNe 2073
end To OneNote
CBALSQ CH ACD Acerual Disallowance Ho
cr cH AcL Manual Accrual Clearing No
Administration (AL [y Lt L
< >
Save Undo Delele Insert Copy Paste Search ¥R
) Status Ready Frittofie | Preferences
= General Information Location:
Document Category : ABS Sub-Type : [4gpL & Comment Find Printer
Document Category Name : Aclg Based Spnd Sub-Type Name : Accounting Based Docun
*Document Type : [Ags 4, *Home Application : ADVANTAGE Financial | | Page Range
Document Type Name : Aclg Based Spnd Effective From : @Al Number of copies: |1 &
J “Document Code : ABDL Ersains Selection Current Page
“Document Name : Accounting Based Docun| Active : [ () Pages: 1 Collste:
Document Short Name : ctg Lapse Enter either a single page number or a single 1t 22| 3)3
page range. For example, 5-12 ———
b General Options
b Required Elements Print Cancel Apply

b Allowable Elements

b Manual Disbursement Specific

Top

Multi Sort

Clicking an underlined column heading in the grid will sort the list by that column. Clicking the same

column more than once will change the sort mode between Ascending and Descending. Multi Sort can

be used to perform a sort on multiple columns. Multi sort functionality is only available when at least

one column heading is underlined.

[ v | [Ascending [

ﬂ IAscending ﬂ

]
!

ﬂ IAscending ﬂ

Steps

40

Click Sort.

Right-click on the page. A menu is displayed.

Select Ascending (default) or Descending order for each column.

Select Multi Sort on the menu. The Multiple Column Sort pop-up window is displayed.

In the first three fields, click the drop-down lists to select up to three sorting criteria.
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Add to Favorites

When Add to Favorites is selected, a prompt opens allowing you to name the page being saved as a
Favorite. Use Favorites to make frequently accessed pages easier to find. Favorites can also be modified
and deleted through the Personalize page.

Steps
1. Right-click on the page. A menu is displayed.
2. Select Add To Favorites on the menu. The pop-up window is displayed.
3. Type aname and click OK.

4. Click Cancel to close the window without saving the Favorite.

2.6. Personalize AFIS

Personalizing AFIS allows users to quickly access the pages used most often. The Personalization page in
AFIS allows users to modify the Home Page and Favorites.

Home Page

Use the Personalize AFIS - Home Page Window to create or modify the page that appears on the Home
Page. Users can add one AFIS page as the Home Page.

Steps
1. Click Personalize in the Primary Navigation Panel. The Personalize window opens.

2. Click Home Page in the Secondary Navigation Panel.
3. Click the Add link next to AFIS Page.
4

Click the Select link next to the AFIS page to customize the Home Page. Enter search criteria to
narrow the listing of pages.

ol

Close the Personalize window.

6. To view the newly added page as the Home Page, Click the Home icon on the Primary
Navigation Panel.

<AFIS

Workspaces Home Page Windows

Home Page

Favorites
Name Description URL

+ httpf itk

Delete Copy Paste Top Up Down Bottom

ADVANTAGE Page :

infoAdvantage Resources:

B

(infoAdvantage Reporis)
URL:  |hitp:yy

E

d (GGl ADVANTAGE assumes no responsibiity for the behavior of external web sites)
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Favorites

The Favorites List enables users to navigate to specific AFIS pages that have previously been marked as a
favorite. The list of Favorites is displayed in the Secondary Navigation Panel. Once a page has been
added to the Favorites list it can modified or deleted using the Personalization feature.

Modify a Favorite — Steps

From the Primary Navigation Panel, select Personalize.
In the Secondary Navigation Panel click Favorites.

In the Secondary Navigation Panel, select the Favorites listing that needs to be modified.

Click OK.

1
2
3
4. Inthe Name field, enter the new name for the Favorites listing.
5
6. Close the Personalize window.

7

In the Secondary Navigation Panel click Favorites. The new name is displayed in the Favorites
list. Collapsing and expanding Favorites will refresh the listing.

Delete a Favorite — Steps

From the Primary Navigation Panel, select Personalize.
In the Secondary Navigation Panel click Favorites.

Select the row in the grid that contains the page that needs to be removed from Favorites.

1
2
3
4. Click Delete.
5. Close the Personalize window.
6

In the Secondary Navigation Panel click Favorites. The deleted page is no longer displayed.
Collapsing and expanding Favorites will refresh the listing.
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Lesson Summary

In this lesson, you:

= Accessed AFIS and review the Home page

= Navigated AFIS using the Primary and Secondary Navigation Panels
= Accessed the online Help system

= Accessed the document/page History

= Personalized the Home Page and Favorites

Check Your Progress

1. Use this field to quickly navigate to most pages in AFIS, by entering the Page Code and clicking Go.

a. Goto
b. Page Search
c. Jumpto

2. Click this to open a Page that provides a list of items to search and select.

a. PickList
b. Drop-down list
c. Expand All

3. Online Help can only be accessed by clicking the App Help icon, in the Primary Navigation Panel.

a. True
b. False

4. The Favorites list enables users to navigate to specific AFIS pages that have previously been selected
as pages frequently visited, while the History only keeps track of the pages that users have accessed
in the course of the current session.

a. True
b. False

5. Which feature provides a definition about the purpose of a specific page?

a. PageHelp
b. Field level help
c. Show Description

6. The Personalization page in AFIS allows users to modify your Home Page and Search.

a. True
b. False
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3. Using Reference Tables and Inquiry Pages

Learning Objectives

In this lesson, you will:

= Review the features of a table
= Access and perform a search on a table
= Update a table record

= Perform a search for and review an inquiry
Lesson Overview

In this lesson, users learn how to access/use reference tables and inquiry pages. Users learn how to
search and update a reference table, as well as how to search for specific information on an inquiry

page.

3.1. Reference Tables

Reference tables define fundamental information such as Chart of Accounts elements, business rules,
and system options. Reference tables are the primary source of online information in AFIS; they define
default values and values that are inferred for typical documents. Reference tables are used during
document processing to validate codes and options, as well as reference data in other tables.
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Features of a Table

A table is broken down into two components:
= Grid — Displays a list of records in the table. When column headings are underlined, click the
word and the data is sorted by that column (e.g. Fiscal Year, Object, and Name).

= Scalar —Displays details of the record currently selected in the grid. Use the First, Prev, Next,
and Last links to scroll through the records if there are more pages available.

Jump to; FUND

GAFIS

Training - Financial

[ Message Center

Inbox
Alerts
Broadcasis
Wiorkdist
Forms
= Search
Page Search
Document Catalog
Report Search
B History
Broadcasis

Alerts

1099 Reporting Classification

a0 | P rome P Personaize H Accessivity |5 Apptelp . About

Procurement | Budgefing | Accounis Recsivable | Accounts Payable

1099 Classification Code 1099 Classification Name

1 Individual

v 2 Corporation
3 Trust
4 Sole proprietor
5 Partnership
NR Not reportable

First Prev Next Last

Save Undo Delele Inserl Copy Paste Search 9k

= General Information
*1099 Classification Code : |3

#1099 Classification Name : Corporation

Description : i
Favorites P Corporation

Administration

Accessing a Table

Tables can be accessed from Page Search or the Jump to feature. Page Search allows users to use search
criteria and wildcards in order to find a table. Jump to should only be used if the page code is already
known (for example, the page code of the Fund Table is FUND). Users can use the Search functionality
within the table to narrow the data results by different criteria.

Jumpie FunDl  x ﬁ\ﬂ £ Home &E’F’ersunahze ) Accessivility [g] App Help ., About

Procurement | Budgefing | Accounts Receivable | Accounts Payable

Welcome, Siudent 7.

Training - Financial Page Search

Message Center Menu

= Search Category : ~

Page Type : Reference Tables| v |
Description : FUND*
Page Code :

Browse Clear

Page Search
Document Catalog

Report Search

History
Favorites Description Page Code

Administration v Fund FUND

Maintaining Records on a Table
Most tables are maintained automatically by AFIS. Other tables can be updated only by authorized
users. For these tables the authorized user can add, modify, and delete records on the tables.

45



AFIS | Getting Started with AFIS

Table commands are used to search and make changes to the table. Table commands (actions) include:

zave Undo Delete Ingert Copy Paste  Search

= Save - Saves the last values entered

= Undo — Reverts the values in the record to the last saved values

= Delete — Removes the record from the grid at the top of the page and from the database
= Insert — Inserts a new record in the database

= Copy — Makes a copy of the selected entry

=  Paste — Pastes a copied entry into the grid

= Search — Assists in locating records in the table

Add, Modify, and Delete Records in a Table

There are two ways to add a record to a table: Insert a new record and copy/paste a record. Authorized
users can also modify and delete existing records.

Insert a New Record — Steps
1. Click Insert. The fields in the lower section are cleared and a blank line appears in the grid.

2. Enter values for the fields in the lower section of the page.

3. Click Save. The new record is added to the list at the top of the page.

Copy/Paste a Record — Steps

1. Select the record to copy. Note the V on the selected record.
Click Copy.
Click Paste. A copy of the record is displayed in the table.

Make the necessary changes to the entry.

LA

Click Save. If changes were not made, an error message indicating that the record is not unique
will be displayed.

Modify Records in a Table — Steps

Note: Only authorized users can modify records in a table.

1. Search for and open the table with the record to change.

2. Select the record. The details of the record are displayed in the middle section of the page.
3. Make the necessary changes to the record. Use the Undo function to undo the changes.
4

Click Save. The changes are displayed in the listing at the top of the page.

Delete Records in a Table — Steps

Note: Only authorized users can delete records in a table. Undo will not restore deleted records.
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Search for and open the table to find the record to delete.

Select the record to delete.

bl

The details of the record are displayed in the lower section of the page.

4. Click Delete. The record is removed from the grid at the top of the page.

Note: If a record is being used by a document or another record on a table, the record cannot be deleted.
An error message will be displayed instead.

47




AFIS | Getting Started with AFIS

Activity 3.1
Search for, Access, and Update a Table

Scenario
Prior to creating a payment document, look up the Activity code to use on the Accounting line. The

Activity code does not exist; therefore, you will need to add it to the table.

Setup
v' User is logged into the AFIS Home Page.

Steps
A. Use Page Search to access the Activity table.
1. Inthe Secondary Navigation Panel, click Search.
2. Click Page Search.
3. Inthe Page Type drop down list, select Reference Tables.
4

In the Description field, enter Activity.

Note: An asterisk is automatically inserted after each entry to assist in the search process, and the letters
are automatically capitalized.

5. Click Enter or Browse.

6. Click the Activity table link.

& co|| Puome Y rersonaize (F Accessivaty [ AnpHeip . About

Jump tof FUND

SWAFIS

Training - Financial

Message Center
B Search
Page Search
Document Catalog
Repor Search
History
Favorites

Administration

Procurement | Budgefing | AccountsReceivable | Accounis Payable

4

Figcal Year

s 2014
2014
2014
2014
2014

Department
ADA
ADA
ADA
ADA
ADA

First Prev Next Last

Activity
0110
0120
0210
0220
0230

Name Active

Operations  Yes
Set Aside  Yes
GfPopstats Yes
Adotlsa  Yes

Ui Yes

Save Undo Delele Insert Copy Paste Search ¥R

¥ General Information

*Fiscal Year :
*Department :
“Activity :
“Name

*Short Name

2014

ADA &

0110

: Dperations
: Operations

£

Effective From :
Effective To:
Active :
Budgeting :

Description :

[m]

Menu

i

Contact Code : Y

b RollupsiCAFR

b Extended Description

B. Search the Activity table by fiscal year.
1. Click Search.

2. Inthe Fiscal Year field, enter the year the current fiscal year.
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3. Inthe Department field, enter the data from your student data card.
4. In the Activity field, enter 123456.
5. Click OK.

MAFIS ampto[Furo [ @[[Go] | @@ Home B personaize () Accessivaty [ AppHein . About

Procurement | Budgeling | AccountsReceivable | Accounts Payable

Training - Financial Activity

Message Center

= Search
Fiscal Year Department Activity MName Active
Page Search
v 2015 107 123456 Student7 Yes
E D 1t Catal
[ el First Prev Next Last
Report Search
History Save Undo Delele Insert Copy Pasle Seach # &
w General Information
Favorites
“Fiscal Year : a Effective From :
Administration 2015 & B
“Department : [1p7 ] Effective To: =
“Activity : 123456 Active :
4 “Name : 'student 7 Budgeting :
“Short Name : [Student 7 Description :
Contact Code : &

b RollupsiCAFR

b Extended Description

Top
Populate for Al Departments

C. Add arecord to the Activity table.

1. Click Copy.

2. Click Paste.

3. Inthe Activity field, change the prepopulated entry by entering TR9876.

4. Inthe Name field, change the prepopulated field entry by entering Training Cost.
5

Click Save. The grid updates with the new Activity record.

MAFIS wmpto]Fno [ Go] | BHome & persanaize (Y Accessioity [g AppHen . About

Procurement | Budgeling | AccountsReceivable | Accounts Payable

Welcome, Student 7

Training - Financial Activity

Message Center

E Search
Fiscal Year Department Activity Name  Active
Page Search
2015 107 123456 Student?  Yes
Document Catalog -
v 2015 107 TR9E76 Training Cost Yes
HenosliSEa First Prev Next Last

History
Favorites

Administration

Save Undo Delete Insert Copy Paste  Search # B
= General Information

*Fiscal Year : bg15 & Effective From : =
*Department: 197 ] Effective To: =
“Activity : TRoa76 Active :
“Name : [Training Cost Budgeting :
*Short Name : [Stydent 7 Description :
Contact Code : )

b Rollups/CAFR

b Extended Description

Top
Populate for All D

6. Click Home.
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3.2. Inquiry Pages

Inquiry pages allow users to search for and view detailed or summary information from the AFIS
database. For example, the Cash Balance page displays cash balance information for a selected fund.
When documents are processed, the AFIS database collects information from the transaction and the
inquiries display the real time information.

Accessing an Inquiry Page

Inquiry pages can be accessed using Page Search or the Jump to feature. Use the search functionality to
narrow the results by different criteria. After performing a search on the inquiry page to narrow down
the results displayed, users can add the page to favorites by using the Right-Click Menu option Add to
Favorites.

Features of an Inquiry Page

Most inquiry pages open with a search field, or have a Search function available, to populate specific
information on the page. Inquiry tables are system-maintained; therefore, they cannot be used to
update information in the database.

Many inquiry pages contain links to the documents that make up the summary information. Click on the
magnifying glass icons (drill down) to open a list of documents that sum to the total of the field.

Most inquiry pages are displayed in one of two layouts, Search or Browse.

Search Layout

= The page either opens with a Search window or a Search link is available to locate a particular
record.

= Agrid on the top contains columns of data, much like a spreadsheet.

= The details of a record selected in the grid are displayed in one or more sections below the grid.
Select a different record and the details change.

= The First, Prev, Next, and Last links below the grid can be used to browse through the pages and
are only active if there is more than one page of records available.

MAFIS Jump to: #co] | P Home S Personalize ) Accessibilty g ApeHelp T About

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable

Fisca vear Baiance Sheet Deta

Message Center

[ Search
Fiscal Year Fund Fund Name SubFund SubFundName BSA BSAName SubBSA S| hitp://financeaz.gov/webapp/FINTRNGa advantage/ AMSImages/ Emptyhim B

- 2014 1000  GEMERAL FUND BLNK 0070 Cash Dep Tra BLNK

Page Search

Document Catalog
Report Search
History

2014 1000
2014 1000

GEMERAL FUND BLNK
GENERAL FUND BLNK

2014 AAS007 20024 COP

BLNK

0863 AdLand Impr BLNK
1211 Claims Pyble BLNK
0070 Cash Dep Tra BLNK

Fiscal Year : |
Fund :

Sub Fund :

BSA:
Sub BSA :

Balance :

Favorites 2014 CR2013 COTTON RESEARCH BLNK
First Prev Mext Last

0501 AccRev BLNK
Ok Clear Cancel

Administration

Search

Fiscal Year : 2014 Beginning Balance : 59 0p

Fund : 1000 Debit Amount: g gg
GENERAL FUND

Credit Amount : 5 ggpop
Sub Fund : LMK ,

PLLL

Balance : (52 000 00)

BSA: 0070
Cash Dep Tra
Sub BSA : BLNK.

BSA Type : Asset

# ITD Balance Sheet Detail # ITD Balance Sheet Summary

50



AFIS | Getting Started with AFIS

Browse Layout

= The top of the page contains search criteria with a Browse link.

= All records that meet the search criteria are displayed underneath the search criteria when
Browse is selected.

= The First, Prev, Next, and Last links below the search results can be used to browse through the
pages. These links are only active if there is more than one page of records available.

%AFIS Jump o 3‘E &P Home é‘vpemnahze ) Accessivilty [g] App Help " About

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable

Training - Financial Accrual Inquiry

Message Center

B Search

Browse Clear
Page Search Doc Code : & Requested : 50,00
Document Gatalog Doc Dept : & Disbursed : 50.00
Doc ID : PY Requested :50.00
Report Search WL PY Disbursed :50.00
History o Accrued :30 00
Favorites e Cleared : 50,00

Disallowed : 50,00
Administration

Calculate Totals
Document VL CL AL Payment Amount Retainage Service From Service To % Prior Year

First Prev Next Last o Lifecycle Inquiry

Document VL AL Payment Amount Retainage Discount Penalty/interest Service From Service To % Prior Year
First Prev Next Last

Document AL Line Amount Retainage Discount Penaltyinterest Service From Service To % Prior Year

First Prev Next Last  Create Disallowance

Selected Navigation

Some inquiry pages contain links to other inquiries, documents, or reference tables either at the bottom
of the page or within the page. Click the link to access the other page, pulling forward relevant
information from the originating page. Some inquiry pages contain a Calculate Total link that allows the
user to calculate a total for the records displayed in the inquiry. Click the link to display a total for the
selected records next to the link.

Download Inquiry to Excel

Many inquiries contain a link to download the search results to Excel. Click the link to launch Excel and
download the search results into the spreadsheet. Some AFIS fields may be combined together into one
column when they are downloaded to Excel. A function in Excel called Convert Text to Columns converts
the data in one column from Text format to individual columns.

S AFIS Jump to] oo | G Home S Personalice () Accessiviy [ AnnHeln ) About

Welcome, Student 7 Procurement | Budgeting | Accounis Receivable | Accounts Payable

1 of 1] 4 View Al Nothing to dovinload.

Message Center Lifecycle Inquiry

B Search eny Back
Page Search &b Clear

En-Uscic sl ¥ Document Search

ATEEEATEL Document Code : =l
History Document Department :
oD Document ID :
= b Document Filter

DocumentID Function Version DocumentDescription Create UserID Acceptance Date

Forward Backward Download To Excel

First Prev Next Last
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Viewing Documents
A Magnifying Glass icon next to a field indicates more detail is available. Click the Magnifying Glass icon

to open a list of the corresponding document(s) available in the field. Individual documents may display
as a link allowing you to open the document. Close the document to return to the list, then click OK or

Back to return to the originating inquiry page.

S AFIS Jump 1o #co] | @@ Home P Personalze (@) Accessioity [g] App Help . About

Procurement | Budgefing | Accounts Receivable | Accounts Payable

Welcome, Student 7

Training - Financial ITD Balance Sheet Detail
Message Center S —
O search
Page Search Fund Name Sub Fund Name BSA Name SubBSA Name BSA Type Balance Begin Day Balance
Document Catalog ~ 1000 GENERAL FUND 1000 GF Op 1211 Claims Pyble  BLMK Liability ($100.00) 50.00
1000 GENERAL FUND 1000 GF Op 3011 Fd Bal Rsrv Pre BLNK Equity (529.994.00) 30.00
e 1000 GENERAL FUND 1003 TEAGHR GERT ACC 0070 CashDepTra BLNK Asset 540598 3000
BTy 1000 GENERAL FUND 1004 SCHL ACCNTBLTY 0070 CashDep Tra  BLNK Asset $178.58 3000
Favorites 1000 GENERAL FUND BLNK 0070 CashDepTra BLMK Asset §555,238,629 55 3000

Administration First Prev Mexi Last

Search
Fund : 1000 Debit Amount : 50,00 Q
GENERAL FUND Credit Amount : g1pp g
Sub Fund : 1000
GF Op
BSA: 1211
Claims Pyble
Sub BSA : BLNK

L

Balance : (5100.00)
Begin Day Balance : 50.00

BSA Type : Liability

9 Cash Balance Detail % Fund Balance Detail " EY Balance Sheet Detail o [TD Balance Sheet Summary

Sort Data
Similar to reference tables, many inquiries allow you to sort the results that are displayed in the grid.

The underlined column header indicates that the field can be sorted. Click on the column header to sort
all the records in ascending order by that field. Click the column header again to sort the records in
descending order. When more than one column heading is underlined, use the Multi Sort right-click
command to open the Multiple Column Sort page.

WAFIS Jump fo: A co| P Home P Personalze @) Accessiviity g AppHelp T About

Welcome, Student 7 Procurement | Budgefing | Accounts Receivable | Accounts Payable

Message Center

E Search
Page Search Fund Name Sub Fund Name BsA Name Sub BSA Name BSA Type Balance Begin Day Balance
Document Catalog + TR7090 TREASURERS 100 Instruct SFund 0099 Cash Training BLNK Asset $20,000.00 $0.00
TR7090 TREASURERS 100 Instruct SFund 3010 FdBalResrvd BLNK Equity ($20,000.00) $0.00
S 1000  GENERAL FUND 1000 GF Op 1211 ClaimsPyble  BLNK Liabiiity (5100.00) 50.00
HEY 1000 GENERAL FUND 1000 GF Op 3011 FdBalRsrvPre BLNK Equity (529.994.00) 50.00
Favorites 1000 GENERAL FUND 1003 TEACHR CERT ACC 0070 Cash DepTra BLNK Asset 540598 3000

Administration First Prev Next Last

Search
Fund : TR7090
TREASU
Sub Fund : 100 | Ascending |~ |
Instruct v Ascending [v |

[+]
BSA :
o099 [v] Ascending | v |

Cash Tr
Sub BSA : BLNK

@ http://finance.az.gov/webapp/FINTRNGa/advantage/ AMSI B

@
&
=4

BSA Type : Asset

o Cash Balance Det; heet Summary
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AcTiviTy 3.2
Review an Inquiry Page

Scenario
You would like to check the Balance Sheet Detail to confirm a balance. Use the Page Search feature to
initially locate all inquiries related to General Accounting before narrowing down which inquiry to use.

Setup
v" User is logged into the AFIS Home Page.

Steps
A. Search for all General Accounting inquiries using Page Search.
1. From the Secondary Navigation Panel, click Search.
Click Page Search.
From the Category drop-down list, select General Accounting.
From the Page Type drop-down list, select Inquiries.

Click Browse. The first 10 inquiries are listed.

o v w N

To view the next inquiries, click Next to browse through the list.

MAFIS Jump ta] JAGTG ﬁ‘ﬂ @ tome ¥ Personaize () Accessivity [F AppHelp . About

Welcome, Student 7 Procurement | Budgefing = Accounts Receivable  Accounts Payable

Training - Financial Page Search
Message Center Menu
[l Search Category :[Generai Acoouning ]
Page Search Page Type m
Document Catalog Description : -
Report Search Eanalcnal
History Browse Clear
Favorites Description Page Code
Administration + Accrual Inguiry ACRI
ITD Balance Shest Detai BBALD
b FY Balance Sheet Detai BBALFY
1D Balance Sheet Summary BBALS
Document Reference Query - Backwards EWDRF
Cash Balance Detai CBALDO
Cash Balance Pool CBALPQ
Cash Balance Summary CBALSQ
Document History Query DHIST
Escrow History ESCHIST
First Prev Next Last

B. Narrow your search to the Balance tables.

1. Inthe Page Code field, enter *bal*.
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2. Click Browse.

Page Search
Category :| General Accounting v
Page Type :|inquiries v

Description : =
Page Code @ «gp| =

Browse Clear

Deszcription Page Code
~ [MD Balance Sheet Detail BBALD
F" Balance Sheet Detai BBALFY
ITD Balance Sheet Summany BEBALS
Cash Balance Detail CBALDCO
Cash Balance Pool CBALPG
Cash Balance Summary CEBALSO
Fund Balance Accounting Perod Inquiry FEALAPD
Fund Balance Detail FBALDC
Fund Balance Summary FEALSO
Trial Balance Inguiry TBAL

First Prev Mext Last

3. Click the FY Balance Sheet Detail link.

SWAFIS

Welcome, Student 7 Procurement = Budgefing =~ Accounts Receivable = Accounts Payable

Jump to; JACTG

Training - Financial Fiscal Year Balance Sheet Detail

& co|| @PHome P rersonaie X Accessiaty [ AppHen T Avout

Message Center

] Search

— Fiscal Yesr Fund ~ FundName  SubFund SubFundName BSA BSAName SubBSA SubBSAName Balance

ge Searcl
v 2014 1000  GENERALFUND  BLNK 0070 Cash Dep Tra BLHK (52,000.00)

Document Catalog

2014 1000 GENERALFUND  BLHK 0863 Ad Land Impr BLHK (514,810.32)
Repart Search 2014 1000 GENERALFUND  BLMK 1211 Claims Pyble BLNK (51,000.99)
History 2014  AASDDT 20024 COP BLIK 0070 CashDepTra BLHK 52,000.00
Favorites 2014 CR2013 COTTON RESEARCH BLNK 0501 AccRev  BLHK 538,800.45

Administration First Prev Next Last

Search
4 Fiscal Year: 2914 Beginning Balance : 5900 Q
Fund: 190g Debit Amount : 50 g9 ey
GENERAL FUND Credit Amount : <2,000,00 Q
Sub Fund : .
LK Balance : (52,000.00) Q
BSA: go7p
Cash Dep Tra

Sub BSA: gLuK
BSAType : Assel

F 1D Balance Sheet Detal  ( [TD Balance Sheet Summary

E

Search for your Balances within the inquiry.
1. Click the Search link.

2. Inthe Search window, in the Fiscal Year field, enter the current fiscal year.
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3. Inthe Fund field, enter the data from your student data card.

4. Click OK. The balance sheet details populate the page.

MAFIS nmpto] 457 |4 Go] | @@ Home B Personaize () Accessiity [g] App Help . About

Budgeling | Accounts Receivable | Accounts Payable

Fiscal Year Balance Sheet Detail

Training - Financial

Message Center

E Search
Fiscal Year Fund Fund Name SubFund SubFundName BSA BSAMName SubBSA SubBSA Name Balance

Page Search
v 2015 9007 Student? 9007 STUDENT7 0070 CashDepTra BLNK $T15.23

Document Catalog R

2015 9007 Student? 9007 STUDENT 7 0204 Princ Rec Genl BLNK $1,500.00
Report Search 2015 9007 Student? 9007 STUDENT 7 0440 Lxry TaxRec BLNK 524,001.65
History 2015 9007 Student7 9007 STUDENT 7 0501 Acc Rev BLNK $3,250.00
2015 9007 Student? 9007 STUDENT 7 1273 Othr Ap BLNK (£2,000.00)

Favorites

First Py Next Last
Administration et Prev fexd Last

Search
4 Fiscal Year: op¢5 Beginning Balance : < gg Q
Fund: goo7 Debit Amount : 5715 23 Q
Student 7 Credit Amount : 59 9 Q
Sub Fund : -
ub Fund: go07 Balance : £715.23 Q
STUDENT 7
BSA: go70
Cash DepTra

Sub BSA : gLK
BSA Type : Assel

o ITD Balance Sheet Detal (' [TD Balance Sheet Summary

5. Review the amount in the Balance field.

6. Click Home on the Primary Navigation Panel to return to the Home Page.
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Lesson Summary

In this lesson, you:
= Reviewed the features of a table
= Accessed and performed a search on a table
= Updated a table record

= Performed a search for and reviewed an inquiry

Check Your Progress

1. If areference table record is deleted, the Undo button brings back the information.
a. True
b. False
2. Avreference table can NOT be accessed from:
a. Page Search
b. Document Catalog
c. Jumpto
3. Reference tables are always automatically maintained by the system.
a. True
b. False
4. Inquiry pages are always automatically maintained by the system.

a. True
b. False

5. What are some common features of inquiries?

a. Sort, drill down, search and browse
b. Case sensitive searches
c. Printing
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4. Using Documents

Learning Objectives

In this lesson, you will:

= Review the lifecycle of a document

= Review the use the Document Catalog

= Examine the document structure and layout
= Create a document

= Review document errors

= Examine the document printing options
Lesson Overview

In this lesson users learn how to access, use and create a document, using the Document Catalog. The
layout of a document is defined, as well as the actions that can be performed on a document. How to
copy a document, correct errors on a document, and print a document are also topics covered in this

lesson.

4.1. Lifecycle of a Document

Documents are used to record information for all financial transactions. Documents consolidate
pertinent information for approval and inquiry purposes. Information in a document can come from
several sources:

=  Userinput

= Reference tables

=  Document templates

= QOther reference documents

In AFIS users can create, search for, and modify a document. Documents that are processed in AFIS have
attributes applied for tracking and status updates. The four attributes of a document are:

=  Phase
= Version
=  Function

= Status
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Document Phases

A document's lifecycle consists of the following phases.

= Draft — The document has been entered into the system, but it is not yet affecting system
operations. All document versions start in this phase. Drafts can be freely edited and deleted
since they make no application updates.

= Pending — The document has been tentatively accepted subject to approval rules; funds are
reserved to assure final acceptance. Pending application database fields are updated.

=  Final — The document has been fully accepted into the system. All approvals, when applicable,
have been applied, the pending database updates have been reversed and replaced with
permanent updates.

= Historical (Final) — A Final version of a document that has been superseded by a later version of
the same document.

The following additional phases are also supported for documents.
=  Conflict Draft — A draft version of a document set aside to allow creation and processing of a
new draft version (normally by an offline or background process).

= Template —Allows users to start with a partially or fully completed document for faster
processing.

Figure 2 below depicts how documents transition from one phase to the next.

Figure 2: Document Phases

MNo Approvals Reguired

hust pass all
business rules

SRR
Approval N
Workflow

Document Lifecycle - Overview

1. The initial document is entered into the system and saved in a Draft phase.
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2. The document is validated against the business rules defined for the document code. If the
document does not pass all of the business rules, the document remains in a Draft phase and
displays the appropriate error messages, allowing an opportunity to correct the information
before the document is submitted.

3. Once all business rules are met,the document is validated successfully and submitted, there are
two potential routes the document can take:

= If no approvals are required, as determined on the Document Control (DCTRL) table, the
document transitions into the Final phase. This is an active document, able to be
reported on and referenced by subsequent transactions.

= |f the document requires additional approvals, it transitions from Draft to Pending
phase to await the necessary approval actions. Funds are tentatively reserved, based on
the accounting posting type.

4. At each approval step, the document is reviewed to make sure any changes comply with
established business rules. If the document is not approved it returns to the Draft phase for
correction and re-submission and all pending updates are reversed. After the last approval step,
the document transitions into the Final phase and is fully accepted into the system.

5. Once finalized, the original document has completed its lifecycle. However, it may be necessary
to modify the original document. This Final version of the document may need to be superseded
by a subsequent version. In this event, the current version of the document transitions to
Historical, in order to make way for the newest version.

Document Version

To track historical information, AFIS allows multiple versions of a document with the same document ID
to be stored in the system. Version numbers are used to keep track of the different editions. The first
version of a document is version 1. After that document has been submitted, any attempts to modify it
result in creating a version 2. Both versions of the document are displayed in the Document Catalog, as
well as in the document’s history.

Document Function

Document Function describes the type of application updates that need to be performed when
processing a document. A document version is assigned its function when the version is initially created.
This function never changes throughout the lifecycle of that version.

The document functions are:

= New - The first version in a document collection

= Modification — Indicates that the current document version contains a modification to the
previous document version

= Cancellation — Indicates that the current version is a cancellation of the previous document
version. This function cancels the entire document. Once a document is cancelled, it cannot be
modified again
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Document Status

Status indicates the state of the document in the process workflow. The status of the document displays
in the grid in the Document Catalog. Users can track the status of submitted documents using Track
Work in Progress feature. The four status values used by the workflow are:

= Held — The document has been completed in draft but has not been submitted
= Ready - Interfaced Documents are submitted in Ready status when initially processed by AFIS
= Rejected — The document has been validated but cannot be submitted, possibly due to errors

= Submitted — The document has been successfully submitted and is part of the workflow

4.2. Document Catalog

The Document Catalog serves as a repository for all of the documents created in AFIS. It is the central
location where all documents can be queried and processed. New documents can be entered and
existing documents can be modified or cancelled. Access to documents is controlled by a user’s security
authorization level.

60



AFIS | Getting Started with AFIS

To access the Document Catalog, click Search on the Secondary Navigation Panel, then click Document

Catalog. The Document Catalog allows you to search for documents using the following criteria:

=  Document ID
= User Information

=  Document State

Document Catalog

Create Bk

= Document ldentifier
Code : o Unit :
Dept. : D

= User Information
Create User 1D : Create Date : B

- Document State

Function : I W Status : I v
Phase : I ﬂ

Browse Clear

Open Validate Submit Copy

Code Dept. Unit ID Comments Verzion Function Phasze Status Date UserlD Amount Active
First Prev Next Last

Menu

Document ID
Each document in AFIS is identified by a unique combination of codes.

= Document Code — The code assigned to each document (GAX, PO, CR, etc.)

= Department Code — The code assigned to the responsible department

= Unit Code — The code designated by departments for additional organizational breakdown

= Document ID — A unique system-generated identifier
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User Information

Each document in AFIS tracks the user that created the document and the date it was created, allowing
users to enter this information as search criteria when searching for documents in the Document
Catalog.

= Create User ID — The identification code assigned to the user that created the document

= Create Date — The date on which the document was created

Document State

The Function, Phase and Status of the document can also be used as search criteria in the Document
Catalog. Identifying any of these elements can narrow the search results or help locate a specific
document.

AcTiviTYy 4.2
Search for Documents using the Document Catalog

Scenario
Search for a General Accounting Expenditure (GAX) document in the Document Catalog.

Setup
v" User is logged into the AFIS Home Page.

Steps
A. Access the Document Catalog.
1. Click Search.
2. Click Document Catalog.
B. Search for and open a GAX document.
1. Inthe Code field, enter GAX.
2. Click the User Information arrow to expand the section.
3. Click Document State arrow to expand the section.
4. From the Phase drop-down, select Final.
5

In the ID field, enter STU*.
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6. Click Browse. The search results display in a table.

Jump to] JAGTG gxﬂ P tome éf’Persnnalze @) Accessivity [ Apptiep . About [G)

Procurement | Budgefing | Accounts Receivable | Accounis Payable

< UserInformation )
Message Center
Create UserID: Create Date :
[ search
Page Search = Document State
Document Catalog Function: | Status : =
Report Search Paza:
History
Favorites e
Administration
Open Valdate Submt Copy
q Code Dept. Unit D Comments Version Function Phase Status  Date  UserlD Amount Active
D GAX 100 INST 1.2 No 1 New Final Submitted 11112414  Training5 $545.00 Yes
[] Gax 100 NST134 Mo 1 New Final  Submifled 11/25(14 TrainingS  $6,000.00 Yes
[] cax 100 NST138 Mo 1 MNew Final  Submiled 11/25(14 Traming5  S530.00 Yes
[ cax 100 INSTRUCTS.3 No 1 New Final  Submitted 10/27/14 dboudrie S50.00 Yes
] 6Ax 100 INSTRUCT62 No 1 New Final  Submited 10227/14 dboudrie  S50000 Yes
[ 6AX 101 STU112  Ne 1 New Final ~ Submitted 11/12/14 Training 554500 Yes
D GAX 11 STU11.3A Ne 1 New Final Submitted 11/25/14  Training £6,000.00 Yes
[] Gax 101 SIU113E No 1 New Final  Submifled 1172514 dboudrie  $530.00 Yes
[] Gax 101 SIU142 Mo 1 MNew Final  Submiled 10714 Traming $100,000.00 Yes
[ 6AX 101 STU146  No 1 New Final ~ Submitied 10/27/14 55000 Yes
First Prev lexd Last
V]

7. Select the document from the data from your student data card.

8. Click the drop-down Document Menu, located in the top-center of the screen, click on
Document References.

MAFIS #fco] PHome P rersoncize Q) Accessibty [g] Apphep T Avout| [

Weilcome, Student 7 Procurement Budgeting Accounts Receivable  Accounts Payable

Jump to:| I

General Accounting Expense(GAX) Dept: 107 ID: STU742 Ver: 1 Function: New Phase: Final
&P Add to Favorites
& Page Help
() Document Comments A
& Document Attachments
[ RN AL RN Payee | Additional Amounts | Extended Deq ~ ation
%) Document History
Document Name: Document References Pre-Processing Allowed: [ |
Document Future Triggering Bank Account: &
Record Date: 10/07/2014 E
Document Forms Replacement: []
BudgetFY: 2015
Contract Withholding Exempt: [7]
Fiscal Year: 2015
Cited Authority: &
b Period: 4
Escrow ID: |
Document Description:
Actual Amount: $100,000.00
Closed Amount: 50.00
Closed Date:
v
Open Amount: $100,000.00
Vendor Vendor Line: 1 Vendor C: PLACEHOLDER  Legal Name: Placeholder Vendor
Accounting Total Lines: 1 Accounting Line: 1 Line Amount: 5100,000.00 Line Open Amount: 5100,000.00
Posting Total Lines: 2 Posting Line: 1
[ Edit | [ [ copy | (3 copyForward | | [ Discard | & print | | Processing = | [ worktiow | [ Fie ~ | | 3 ciose

9. Select the Backward Reference link.
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10. Review the reference documents.

#fco] Prome P personaice Q) Accessivity [E Apprie T About| (€]

Procurement | Budgefing | AccountsReceivable | Accounts Payable

Jump lo; JACTG

Document Reference Query

Back Clear

Page Search “Document Code :GAx
Document Catalog “Doc Dept: 107
Report Search *Document ID: 5Ty 7 4.2
T Referenced Document Function LastUser Date
Favorites v GAE107.5TU7 42,1 Hew Training 107114
Administration GAX107,STUT 421 Hew Training 10714

Copy  First Prev Next Last

4 * Forward Ref Backward Refi # Nexi Refe Step

11. Click Home.

4.3. Document Layout and Features

Document layout is consistent and includes a title bar and specific sections also called components. Each
section may contain multiple tabs that organize the information in that section. The basic layout is

shown in Figure 3.

Figure 3: Basic Document Screen Layout

Title Bar

Saction | Selected Section Details

Tab | Tak | Tab | Tab

Section

Section

Document Title Bar

The Document Title Bar includes the Document Name and Code, the Department, ID, Version number,
Function, and Phase. The title bar also includes the Document Menu, comments indicator (if applicable),
the name of the document creator/modifier, and the date the document was created/modified.

MAFIS Jump to] E\E £ Home ﬁpmunamze QY Accessivility [l App Help <, About | (U]

Procurement | Budgeting | Accounts Receivable | Accounts Payable

Welcome, Student 7
View All 1 of 1| @ Unit is required.

Accounting Based Document Lapse(ABDL) | Dept: AAA  ID: 140801000001 Ver.. 1 Function: New Phase: Draft j

Document Sections
The sections of a document represent the various components of a specific form. Some documents may
only contain a header section; others may contain both a header section and accounting lines.
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When transitioning between sections in a document, users do not have to click Save but it is always a
good idea to save the document regularly so that changes are not lost by accident. Document sections
include:

= Header — Specifies general information that relates to the overall document or form. All
elements on the header apply to all lines of the document. The header is present on every
document.

= Vendor Information — The vendor line component stores vendor/customer account
information. Some documents (for example, cash receipt) can have multiple vendor lines.

=  Accounting Line — Specifies an individual account to be charged or to receive funds. Accounting
lines are included on all documents recording accounting events. There can be multiple
accounting lines for each commodity line.

= Posting Line — Specifies the related journal posting(s) for each accounting line.

Figure 4 shows the general structure and hierarchy of a document.

Figure 4: General Document Structure

From the Vendor Customer
component, click a Vendor
Line in the grid to see Vendor
Customer details.

To see the corresponding
Accounting Lines, click on
‘Accounting’ on the Secondary

Navigational Panel Y v

Header

Vendor Line 1 Vendor Line 2 Vendor Line 3

Click a line in the grid to see
the details for selected line. i i
To see accounting lines for a
different Customer, ; ;
click the Qyick S_.Witch arrow AcEionL:engng ACEi(:]Léngng
on the right side of the
Vendor line, click the row for
the Customer and click OK. ‘

— v v

Posting Line Posting Line

Document Views

Documents collect information into a single form, designed for easy data entry and consolidation of
pertinent information, for approval and inquiry purposes. Information in a document can be displayed in
several ways.
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Document Navigator
The Secondary Navigation Panel becomes the Document Navigator, which contains links to the various

sections of the document. The Document Navigator differs from one type of document to another,

depending on the number of sections associated with the document.

Jump to] JACTG Q\E @ Home 2 Personaize Q) Accessibity [g] AppHelp . About []

Procurement Budgeting Accounts Receivable =~ Accounts Payable

R S T
‘Order - Non C i ) Dept: 107 ID: STUT42 Ver:1 Function: New Phase: Final -

Document Navigator =
Header —
= ListView | A
Vendor
Accounting N . :
LENEIENLI GBI Contract Details | Extended Description | Contact | Document Information
Pasting
Document Name: Billing Location: &
Shipping Location: &
Record Date: 10/07/2014
Delivery Date:
Budget FY: 2015
Cited Authority: &
Fiscal Year: 2015
Escrow ID: &
Period: 4 aj
Document Description: Actual Amount: $100,000.00
Closed Amount: $100,000.00
Closed Date: 10/07/2014
Open Amount: 50.00
v
‘Open Accrual Amount: $0.00
Vendor Tofal Lines: 1 Vendor Line: 1 Vendor Customer: PLACEHOLDER  Legal Name: Vendor
Accounting Total Lines: 1 Accounting Line: 1 Line Amount: $100,000.00  Line Open Amount: $0.00
Posting Total Lines: 1 Posting Line: 1
[4 Enitl @cuw| E!‘.cnmewam| |}D’scard| @Print‘ Processing ¥ anwv| File ™ ﬂcme‘

To provide a larger view of the document, close the Document Navigator by clicking the red (X) icon in
the upper right corner of the Document Navigator. A small tab appears in the center of the left side of
the page allowing you to open the Document Navigator. Click the tab to re-open the Document

Navigator.

To navigate between sections of the document when the Document Navigator is closed, click the section
headers. Use the Maximize/Restore feature to display the section headers.

WAFIS Jump to] 3|@ &P Home éfﬂpmunalwze QY Accessiviity [ App Help . About | (U]

Procurement | Budgeting | Accounts Receivable | Accounts Payable

Vielcome, Student 7

View All 1 of 1| @ Unit is required.
ing Based Lapse )| Dept: AAA  ID: 140801000001 Ver: 1 Function: New Phase: Draft ‘j
Header
Vendor Total Lines: 1 Vendor Line: 1 Vendor Customer: PLACEHOLDER  Legal Name: Placeholder Vendor
Accounting Total Lines: 1 Accounting Line: 1 Line Amount: $0.00 Line Open Amount: $0.00
Posting Total Lines: 1 Posting Line: 1

Maximize/Restore Feature
Maximize and restore provides another option for navigating a document. Click the section header to
view the selected section. To hide the section headers click the Maximize/Restore button. To view the

section headers again, click the Maximize/Restore button again.

[N EEILTG E | Contract Details || Extended Description | Contact | Document Information
Document HName: Billing Location: @I |
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Accordion View

When the document is displayed in Accordion view, the section headers are indented to represent the
section hierarchy (parent/child relationship). The section headers also provide summary data for that
section. The data summary varies per section and includes information: the number of lines, vendor
name, and line amount. The summary provides basic information allowing you to work in the document
without clicking into each section for the detail.

The page below shows the Accounting section expanded. The document section headers display above
and below the active section, depending on the document hierarchy. Click the section header to view
that section.

%AFIS Jump fo: E\E B Home fﬂemnahze Q) Accessiviliy [g] App Help _, About

Welcome, Student 7 Procurement | Budgeting | Accounts Receivable | Accounts Payable

View All 1 of 1 | @ Unit is required.
Accounting Based Document Lapse{ABDL) Dept: AAA  ID: 140301000001 Ver: 1 Function: New Phase: Draft | ~|
Header
Vendor Total Lines: 1 Vendor Line: 1 Vendor Customer: PLACEHOLDER  Legal Name: Placeholder Vendor
Accounting Total Lines: 1 Accounting Line: 1 _ Line Amount; 50.00 _ Line Open Amount: 50.00 M=
Accounting Line Line Amount Line Open Amount Line Closed Amount Referenced Line Amount Event Type
1 50.00 50.00 50.00 5000 GA02
From 1 fo 1 Total: 1 Gotoline:| | Go
= List View
(e RN GBIV Reference | Fund Accounting | Detail Accounting n
Event Type: GA02 & Budget FY: 2015
Accounting Template: 3. Fiscal Year:
Line Description: Period:
" Line Closed Amount: 50.00
Line Closed Date:
Line Amount: | $0.00 Line Open Amount: $0.00
Reserved Funding: 1o [V] Referenced Line Amount: 50.00
Roll Indication 1: Outyear Adjustments Amount:
Rol Indication 2: [] Obligation Amt Adjusted for Outyear: 50.00
Related Accounting Line:
Posting Total Lines: 1 Posting Line: 1
[ Edn] (3 Copy | vaiidate | [ E§ submit| [ Discard | & Pt | [ processing~ | | workiow | | Filew | | i Close

Open/Close Tabs
Section headers also include a (+) or a (-) icon in the right of the header. Click on the (+) to open the
section or click the (-) to close the section.

Quick Switch Feature

The Quick Switch feature is displayed on the section header when there is more than one line on the
parent section and the child section is displayed. It is commonly found between vendor and accounting
lines, and between accounting and posting lines.
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In this example, there are three vendor lines. To switch between vendor lines, click the Quick Switch
icon to open the Quick Select Row box; and then select a different line and click OK. The current
accounting line will apply to the newly selected vendor line. The section headers show which accounting
line is being viewed in the summary information.

T I Ly TR p—

Procurement ~ Budgefing  Accounts Receivable = Accounts Payable

Quick Select Row

Legal Hame

SHERATON CRESCENT HOTEL
PHX MEM HOSP DBA PHX HLT PLN
MERCY CARE PLAN

First | | Previous | | Mext | | Last

fntin fiacioct

Tab View/List View

Most documents are presented in the Tab View allowing users to see all of the tabs within a section at
once. Change to view the tabbed items in a List View, which displays the content in list form further
down the page. Use the List View/Tab View buttons to toggle back and forth.
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When in Tab View the button displays List View. When in List View, the Tab View button is displayed.
The same information is displayed; it is just laid out differently on the screen. While in Tab View, click on
each tab, to view the contents for that tab. While in List View, scroll down to see all of the content.

SAFIS

Procurement | Budgefing = Accounts Receivable = Accounis Payable

E\M P Home é‘-wmunahze ) Accessivility [l App Help . About | [I]

Welcome, Student 7
iew All 1 of 2 | @ This posting is not allowed by BFY Profile A, stage 3 (A2079)

Automated Di:'hurlemem[AD)| Dept: AAA  ID: 140815000013 Ver.: 1 Function: New Phase: Final |j

J General Info

w
B TabView | 4

Document Name: Bank Account: BKO1

Record Date: 08/15/2014 Routing ID Number:

Budget FY: 2015 Transit Routing Number:

Fiscal Year: 2015 Check/EFT Amount: $30.25
Period: 2 CheckiEFT Issue Date: 031512014
Print Status Indicator: Printed

Disbursement Category: PYCN

Internal Reconciliation: N/A
Run ID; 1814
Check Printed Date:
Send Email Notification: [/]
Stub Detail Line Count: 2

Check Exported For Printing: [

Check/EFT Number: 000000210000010

J Consolidation Object

Consolidation Object 1:
Consolidation Object 2:
Consolidation Object 3:
Consolidation Object 4:
Consolidation Object 5:

Consolidation Obiect 6:

v

Disbursement Query | Disbursement Detail Query

Vendor Total Lines: 1 Vendor Line: 1 Vendor Customer: MISCPAVEND _ Legal Name: Miscellaneous Vendor
Accounting Total Lines: 2 Accounting Line: 1 Line Amount: $17.50
Posting Total Lines: 2 Posting Line: 1

[/ Edit| [ % cony | | 5 Copy Forward | [3 Discard | & Print| | Processing~ | | workfiow~ | | Fite~ | | 3 Close |

Push Pin (Toggle Scalar OnDemand)

The Push-Pin icon allows the user to pin the scalar fields in place. The Push-Pin angled in the
upright position indicates that the scalar will remain open allowing you to switch between lines in the
grid to see the detail. When the Push-Pin is clicked, the scalar section is closed.
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Eye Icon (Show Details)

With the scalar section closed, click the Eye Icon (Show Details) to display the selected line in the scalar
section, with only the selected line in the grid. The Push-Pin displays horizontally. Click the horizontal
Push-Pin to show all the lines in the grid and change the Push-Pin back to angled, showing the classic
AFIS grid-scalar view.

Debit Posting Debit Posting Name Debit Amount

LEe Euscion Credit Posting Credit Posting Name Credit Amount

Do11 External AE $545.00
D001 Disb Payable $545.00

From 1 to 1 Total: 1 Go toline: D Go

1 Standard an

Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
D011 External AE $545.00
D001 Disb Payable $545.00

Line Function

1 Standard

LeELEI RN G BVl Fund Accounting | Detail Accounting

Run Time/Date: 11/21/2014 Budget FY: 2015
Record Date: 11/21/2014 Fiscal Year: 2015
Journal Posting: Posted Period: 5
Budget Posting: Posted Post Pair ID: A
Bank Account: BKO01 Line Amount: £545.00
BSA Type Indicator: Posting Amount: $545.00
‘0OBSA Type Indicator: Liability Closed Amount: $0.00
Debt ID:
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Edit with Grid

The Edit with Grid feature enables the lines in the grid portion of the screen to be edited in spreadsheet
view. Use the Tab key to move from field to field while in the Edit with Grid mode. You can also right-
click on a line to open a menu for additional actions.

(e IR g B0l Reference | Fund Accounting | Detail Accounting | Service Dates | Additional Amounts n

Event Type: APO1 | Budget FY: | 2015
Accounting Template: & Fiscal Year:
Line Description: | Accounting Line 1 Period:
Bank: | BK01 &
Vendor Invoice Number:
Line Amount: | £545.00 Vendor Invoice Line:
Line Cloged Amount: £0.00 Vendor Invoice Date: )
Line Closed Date: Tracking Date: ]
Line Open Amount: $545.00 Check Description:
Referenced Line Amount: $0.00
Intereat Inelinible: 1

H Save| % Undo \ [24 Insert New Line \ [E4 Insert Copied Line \ E4 Edit with Grid

MAFIS ﬁ\ﬂ @Home é‘-’Persunaize @Awessibity @AppHeip f’ About @

Welcome, Student 7 Procurement | Budgefing | Accounts Receivable | Accounts Payable

Jump to; JACTG

General Accounting Expense(GAX) | Dept: 107 ID: STU71.2 Ver: 2 Function: Modification Phase: Draft -

‘ Header
| Vendor Vendor Line: 1 Vendor Customer: Legal Name: Student 7
Event Type Accounting Template Line Description Line Amount Payment Type Budget FY Fiscal Year Period Bank Vendor Invoi
APO1 g Accounting Line 1 5545.00 2015 BKO1
I
< >
From 1 to 1 Total: 1

H save | 15 Unde ‘ [24 Insert New Line | [E.4 Insert Copied Line | (& Done

Posting Total Lines: 1 Posting Line: 1 |

[ copy | vaidate | | E3 Submit | | (3% Discard | & print | | Processing = | | Workflow ~ | | Fie ~ | | 3 Giose |

Click the Done button to return to the grid view.

Go to Line
To view a specific line in a section, use the Go to line field. The Go to line field is located below the grid
in each document section and allows the user to jump to a specific line in the section.

Go ta line: l_ ﬂ
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Document Level Actions

The action buttons located at the bottom of the screen are used to modify, print, or discard documents.

The options on the left side of the Document Action Bar change depending on the phase of the

document.

A Draft document includes the following buttons:

Edit — Allows data to be updated, once in Edit mode the Edit button will disappear.

Copy — Create a new document of the same document type containing the same field values,
from an existing document (for example, Receivable to a Receivable).

Validate — Checks the entered information and selections against the business rules for the
document and displays any error messages, but does not process the document.

Submit — If no approvals are required, processes the document; if approvals are required, then
submits the pending document to the appropriate approver(s).

Discard — Removes document from system.

E Ed'rt| K Cupy| | ‘-.falidat5| 3 | Eut:m'rt| [# Dizcard |

A document in Pending phase includes the following buttons:

Copy — Create a new document from an existing document containing the same field values.

Discard — Although this is a visible button, this option is not allowed. Pending documents cannot
be discarded. They must first be rejected; this moves the document back to a Draft phase. Then
users are able to discard the document.

Approve — For the approver, this applies approval to the document.

Reject — For the approver, this indicates that the document is not approved. This will return the
document to the Draft phase.

[ copy | (8 Discard | & Approve | [& Reject |

A document in Final phase includes the following buttons:

72

Edit — Modifies or cancels a document. Not all documents can be modified or cancelled.
Copy — Creates a new document from an existing document containing the same field values.
Copy Forward — Creates a new document referencing an existing document.

Discard - Changes document function to Cancellation which requires approvals; however, not all
documents can be discarded when in a Final phase.

|11' Ed'rt| Eﬂ Cupyl I?.i Copy Forward | |} Dizcard |
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Processing Menu

The Processing Menu contains the following actions:

= Schedule
= Activate
=  Deactivate

=  Mark Document

5 Schedule Vv
2 Activate

= Deactivate

¥ Mark Document »

= Print | Processing Wurkﬂuw'| Fl&"’| E3d close |

Schedule

Schedule is used to request overnight processing of a document. To use the Document Catalog to
request overnight processing, select the box next to a document, click the Action Menu, then click
Schedule.

Activate

This selection activates a document that was previously deactivated. Two activate options are provided
within AFIS. One option allows the document to be reactivated immediately; the other option allows
scheduling the date and time for the document to be reactivated. The action can be invoked from either
the Document Catalog by using the Action Menu or from within an open document through the
Processing Menu. To schedule an activation from within the Document Catalog select the box next to
the document then click the Action Menu, then Scheduling Actions, then Activate.

Deactivate

This selection deactivates a currently activated document. Two deactivate options are provided within
AFIS. One option allows the document to be deactivated immediately; the other option allows users to
schedule the date and time for the document to be deactivated. Once a document is deactivated, it can
no longer be modified until it has been reactivated. The deactivate action can be invoked from either
the Document Catalog by using the Action Menu or from within an open document through the
Processing Menu. To schedule a deactivation from within the Document Catalog select the box next to
the document then click the Action Menu, then Scheduling Actions, then Deactivate.

Mark Document

Mark Document is used to indicate whether or not the document is to be picked up by batch processing.
The options are Ready (ready for processing) or Hold (not ready for processing). The action can be
invoked from either the Document Catalog by using the Action Menu or from within an open document.
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Workflow Menu

The Workflow menu contains several actions and options are based on a user’s security level.

=  Reject All

= Unapprove

=  Bypass Approvals (this action is not available to most users)
= Qverride

=  Remove Override

= Track Work in Progress

This functionality of the Workflow menu options are discussed in the Workflow and Approvals lesson.

3¢ Reject Al
|3 Unapprove

Q. Bvpass Approvals

14

|!;j Owerride

[+

[+

|a Remove Qverride

[#

Track Werk In Progress

@ Print | Proceszing =« | | Workflow - File'| B Closs

File Menu
The File menu contains several actions.

= Send Page
=  Download Document

= Attachments

[ﬂ' Archive v
[ SendPage

@ Download Document

@9’ Attachments

&) Print | | Processing > | | workfiow ~ | Fie~ | | E3 close |
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Send Page
Document information can be emailed to other people. When selected, users are presented with a
Compose Email Message page. Users may use the pick list associated with the To field to retrieve email

addresses of users to share the document information with.

MAFIS Jump to: E\E 4 Home #Pemunahze Q) Accessiviity [ App Help < About

Welcome, Student 7

Procurement = Budgefing = Accounts Receivable = Accounis Payable

Training - Financial Compose Email Message

Document Catalog

Report Search

cc:
Subject :
Message :

Message Center Menu Back
B £=70 Send Message
Page Search To: &)

History
Favorites

Administration

Download Document
Download Document allows users to download data from any AFIS document into a user-selected

template (for example a Microsoft Excel spreadsheet), which can then be saved as an external file for

use outside of AFIS.

Jump to] 0| P tHome S Personaize @) Accessibility [E AppHelp . About

Procurement | Budgeling | Accounts Receivable | Accounts Payable

Welcome, Student 7

Message Center Menu
B £ Browse Clear
Page Search Document Department : Target Application :

Template Name : Max Download Lines :

Document Catalog

Template File Name :

Report Search
History Document Department Template Name Template File Name Target Application Max Download Lines
Favorites First Prev Next Last

Administration

Generale File | Back
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Attachments

Attachments allow users to attach one or more files to the currently selected component of an open
document. When selected, users are presented with a page presenting options to add, delete, or view
document attachments. If the document is not opened for update, only viewing of a document’s
attachments is allowed. Attachments are commonly used on Fixed Asset documents.

%AFIS Jump to] JACTG _@ﬂ 6 Home ésPersnnaﬁze Q) Accessivity [gl AppHelp . About

Procurement | Budgefing | Accounts Receivable | Accounts Payable

Training - Financial Attachments

Message Center Menu

=] Search
File Name Type Date UserID Primary State
Page Search
v flestixt Standard 4/5/(15 Student? New
Document Catal
ez log First Prev Next Last
Report Search
History Upload Search Downioad Delele Restore
Favorites File Name :testtt  Description :

Type : Standard
Date : 4/5/15
User ID : Student?
Primary State : Naw

Administration

Return fo Document
View Attachment History

4

To add an attachment, click File and then Attachments. The Attachment page opens allowing users to
browse for the item to be uploaded. From the Attachments page, users can upload, download, delete,
or restore attachments.

Upload Attachment

Upload Gancel
Attachment File : Browse. ..

Description :

Attachment Type : Istandard b

Once the document is attached, a Paper Clip icon and a number are displayed on the section
header and the line. The number on the section header is the total number of attachments for that
section; whereas, the number on the line is only attachments associated with that line.

MAFIS Jump to; JACTG ﬁlﬂ @Hume fPersunalee @Access'\mﬂw EADDHEID f’ About @

Weicome, Student 7 Procurement Budgeting Accounts Receivable | Accounts Payable

Fixed Asset Acquisition(FA) | Dept: 107 ID: STU7-12 Ver: 1 Function: New Phase: Draft -

|t

Close

Close exits the currently opened document. A draft document will be saved when closed. Other
documents will not automatically save changes when closing.
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Document Menu
The Document Menu can be accessed only from within a document and is located in the document title
to the right of the Phase. When selected, the following options are available:

= Add to Favorites

= Page Help

= Document Comments

= Document Attachments

=  Document History

= Document References

=  Document Future Triggering

=  Document Forms

Procuremen
r+ 1 Function: New Phase: Draft =
& Add to Favorites
e &) Page Help _

) Document Comments

## Document Attachments

ponsik i nation || In
o) Document History

AT BUS Document References

Document Future Triggering

Document Forms

Add to Favorites

Favorites is a list created by the user, specifically for the user; it is available in the Secondary Navigation
Panel. The Favorites list allows users to navigate to frequently used pages and documents. Open the
Document menu, then click Add to Favorites to add the document to the list of Favorites.

Page Help
Page Help provides a description of a particular page in AFIS. Page Help can also be accessed through
the Right Click menu.

Document Comments

The Document Comments page displays comments associated with the selected version of the
document and those comments affiliated with previous versions. Use this command to add a comment
or view previously entered comments. For example, an approver could reject the document and create
a comment including the reason for the rejection.
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In the grid, the version link for each comment allows users to access historical versions of the document.

Create a New Comment — Steps

Click Insert (the document identifier information auto-populates).
Enter the Subject and Comment.

Click Save.

To return to the document, click Back.

LA A

The Comment icon is displayed next to the Document Menu.

MAFIS Jump 1o g\ﬂ P Home 2 Personalize (Y Accessibity [ AppHelp €7 About

Procurement | Budgeting | Accounts Receivable | Accounts Payable

Welcome, Student 7
View All 1 of 1| @ Unitis required.

ing Based Lapse(ABDL) | Dept: AAA  ID: 140801000001 Ver.: 1 Function: New Phase: Draf ‘ e

| esder =

Attachments
Use the Document Attachments command to view all attachments to the document. A Paper Clip icon

displays in the section header and line header, when an attachment exists on a document.

Document History

Select Document History from the Document Menu to display the Document History Query. The page
lists all the document versions for the open document. Once users have opened the Document History
Query, users can access a specific document. Scroll through the list of documents in the grid provided,
then select the line corresponding to the document to open.

wAFIs Jump to] JACTG ﬁlﬂ P Home ﬁpersnnalze Q) Accessivity [gl AppHelp . About

Welcome, Student 7 Procurement | Budgefing | Accounts Receivable Accounts Payable

Training - Financial Document History Query

Message Center

El Search Browse Clear
Page Search “Document Code :|Fp, g
Document Catalog *Document Department : 197

Report Search “DocumentiD: /STy 7-1.2

History

Version Comments Function Phase Status Modified By Modified On Amount Archived
F: ite
avorites v FAM0ZSTUT-121 No New Drafl  Held  Student? 44115 $250,000.00 Mo
Administration Copy  First Prev Next
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Document Referencing

Select Document References from the Document Menu in order to track the various document chains
that are created as part of the normal business process. These chains relate activity performed on one
document to the activity performed on a second referencing document. The Document Reference Query
provides one central storage location for all document referencing done in the system.

WAFIS Jump fo: JACTG ﬁwﬂ &P Home ﬁparsunahze ) Accessivity [g] AppHelp . About

Procurement | Budgefing | Accounts Receivable | Accounts Payable

Training - Financial Document Reference Query
Message Center Menu
Bl Search Back Clear
Page Search ‘Document Code : gax
Document Catalog *Doc Dept: 17
Reparl Search “Document ID: 5T 7 4.2
History
Referenced Document Function LastUser Date
[ Favorit
[l Favorites v GAE107.STUT4.2.1 New Training  10/7H4
S GAX107 STUT 4.2.1 New Training 1077114
Copy  First Prev Next Last
4 o Forward Backward A Next Step

If users select Backward Reference, then all Final phase documents that the selected document has
referenced will be displayed. If users select Forward Reference, then Final phase documents that have
referenced the selected document are displayed. Users can select the Back link at any time, to return to
the prior page.

Next Reference Step allows users to navigate through the list of documents in the grid provided and
then select the line of the document of interest. Once users have selected the document line, select
Next Reference Step, in order to place the selected document’s identification information in the fields
at the top of the query.

Document Future Triggering
Document Future Triggering is covered later in this lesson.

Document Forms

Select Document Forms from the Document Menu to view previously printed forms. The document
identifier information is auto-populated. The View Forms page allows users to easily access system-
generated Adobe PDF forms from within AFIS.

79



AFIS | Getting Started with AFIS

Document lcons

When working in a document, users can use short cut icons to save data entry time:
= Click Insert New Line to add a new blank line to your document.
= Use the Trash icon @ to remove lines from a document.

= Use the Copy icon to copy a line. Paste the line by using the Insert Copied Line command.

When you are creating a document with many similar lines, copy one of those lines (using the Copy icon)
and paste it (using the Insert Copied Line) into the document. Then, update only those parts of the line
that are different.

4.4. Using the Document Catalog

There are several ways to create a document, but the most common way is by using the Document
Catalog.

Document Catalog

Search &k

@ Document ldentifier
Code : A Unit :
Dept. : 10 :

= Other Options
Auto Humbering : [~

Create Template : [

Create

Enter the Document Identifier information including the Document Code, Department, and Unit
(optional), select the Auto Numbering checkbox, and click OK.

The document opens in draft form allowing users to begin data entry. When the document is created, a
new Document ID is generated. The document is shown as Ver: 1 Function: New Phase: Draft.
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AcTiviTY 4.4
Create a Document

Scenario

Create a Receivable (RE) document from the Document Catalog.

Setup
v" User is logged into the AFIS Home Page.

Steps

A. Access the Document Catalog.
1. Inthe Secondary Navigation Panel, click Search.
2. Click Document Catalog.
3. Click Create.

wAFIs ampto] 2cTe [ ea] | @ Home S personaize Q) Accessiviity [g] AppHeln . About
‘Weicome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable
Training - Financial Document Catalog
Message Center
= seach @k
St L. v Document Identifier
podcsench Code: 4 unit:
Document Catalog Dept.: 0

Report Search

History w Other Options
Auto Numbering : | [
Favorites

Create Template : [
Administration

Create

Menu

B. Create the RE document.
1. Inthe Code field, enter RE.
2. Inthe Dept field, enter the data from your student data card.
3. Click the Auto Numbering check box.
4. Click Create.
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5. Make a note of the document ID number returned. Doc ID:

MAFIS Jump to] JACTG ;!,lﬂ B Home éspersunaize @) Accessivity [g] AppHen T About (U]

Procurement | Budgeling | Accounts Receivable | Accounts Payable

e EN GG BT Additional Amounts | Additional Dates | Extended Description | Document Information

Document Name: Reclassification Date: =
Reclassification Held: [ ]
Record Date: ]
Document Dispute Status: |Nol Appicable hd
Budget FY:
Fiscal Year:
Period:

Document Description:

Actual Amount: $0.00

Closed Amount: 50.00

Closed Date:
A Save‘ “J Undo
Vendor Total Lines: 1 Document Vendor Line Number: 1 Vendor Customer: Legal Name:
unting Total Lines: 0 ing Line: nene  Line Amount: none _ Line Closed Amount: none
Posting Total Lines: 0 Posting Line: none
3 copy | vaidate | |1 swmt| | [3¢ Discard | & print | | Processing = | | worktiow = | [ Fie ~ | | B3 ciose

C. Complete the Header component.

1. Inthe Document Name field, enter the data from your student data card.
2. Inthe Document Description field, enter the data from your student data card.

D. Complete the Vendor component.
1. Click the Vendor component of the RE document.
2. Select the Vendor Customer picklist.
3. Inthe Vendor/Customer field, enter VC*003.
4. Click the Select link for VC0000000003 (John Eppinett).

Choose

Browse Clear
Vendor/Customer : vyo=np3 Legal Name :
Alias/DBA : Last Name :

Vendor Active Status :I v Customer Active Status :I v

VendoriCustomer Legal Name EFT Status

Select VCoo00000003  John Eppinett
Cancel First Previous Next Last

5. Select the Billing Profile picklist.
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6. Inthe Department field, enter ALL.

7. Inthe Billing Profile field, enter STO1.

8. Click Browse.

9. Click the Select link for the Billing Profile displayed.

Choose

Browse Clear
Department: )| Unit :
Billing Profile : 51p4

Billing Type :I LY

Collection Agreement :

Billing Profile Name :
Final Statement :
Enable Notification for Internal Debt :I [

Department Unit Billing Profile Name Billing Type Final Statement Collection Agreement Enable Notification for Internal Debt
Select ALL  ALL 5T01  System Test Invoice SHAKE No
Cancel  First Previous Next Last

10. Click Validate. A message is generated reminding you that an Accounting Line needs to be

added.

Weicome, Student 7

View Al 1 of 1| @ Accounfing Line is missing. (4635)

E. Complete the Accounting component.
1. Click the Accounting component of the RE document.
2. Click Insert New Line to add a new Accounting Line.

3. Inthe Line Amount field, enter 366.91.

Header
Vendor Total Lines: 1 it Vendor Line Number: 1 Vendor Customer: \ Legal Name: John Eppinett
Accounting Line Line Amount Line Closed Amount Event Type ~
© $0.00 1]
From 1 to 1 Total: 1 Go fo line: I:lﬂ
= List View
Reference | Fund Accounting | Detail Accounting | Additional Information | Extended Description ﬂ
Event Type: & Budget FY:
Line Type: | Fiscal Year:
Line Type Name: Rerind
Accounting Template: & Billing Rate: 2|
Line Description: Quantity:
Unit of Measure:
Reason: &
Line Amount: | 36691 x Dispute: [ v
Line Closed Amount: $0.00 Reclassification Date: =
Line Closed Date: Reclassification Held: [ ] v
[l save || % undo | | B4 inserttiew Line | | [Binsert Copied Line | | E4 Edit with Grid
Posting Total Lines: 0 Posting Line: none

F. Complete the Fund Accounting tab:
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In the Fund field, enter the data from your student data card.

In the Revenue field, enter 4699.

In the Department field, enter the data from your student data card.
In the Unit field, enter the data from your student data card.

In the Appr Unit, enter the data from your student data card.

vk wnN e

General Information | Reference EIIMGEXLWITNTIE Detail Accounting | Additional Information | Extended Description ﬂ

Fund: |9007 | Department: | 107 | OBSA:

Sub Fund:

Unit: | 0107 Sub OBSA:

[ = [

Object:

Sub Unit:

Dept Object:

R

Sub Object: Appr Unit: | 1070000] x |4 Dept Revenue:

Revenue: | 4599

BSA:

[ B B |

[ =

Sub Revenue:

Sub BSA:

6. Go to Detail Accounting.
7. Inthe Function field, enter the data from your student data card.
8. Inthe Task field, enter the data from your student data card.

General Information | Reference | Fund Accounting ENSETFXSIINIE Additional Information | Extended Description ﬂ

Location: & Reporting: 4| Major Program:

LA

Sub Location: Program; &

Sub Reporting:

Phase:

Activity: Task: | 107000]

B B B
® &

Program Period:

Sub Activity:

Sub Task:

B B

Function: | 1075205 | Task Order:

Sub Function:

Validate and submit the document.

1. Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the upper
left corner of the screen: “Document validated successfully.”

W AFIS

Welcome, Student 7
Wiew All 1 of 1] Document validated successfully

2. Click the Submit button to submit the document for approval, after all errors are resolved. If the
submission is successful, the following message displays in the upper left corner: “Document
submitted successfully.”

Weicome, Student 7

Wiew A0 1 of 2 | 4 Document submitted successfully

3. Click Home.
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4.5. Copy a Document

Copy Document allows users to create a new document from an existing document with the same field
values.

Users can copy a document either by locating and opening the original document or from the Document
Catalog. To copy from the source document, click the Copy button. To copy a document from the
Document Catalog, search for the document to copy and select the check box next to the desired
document, then click Copy.

%AFIS Jump to; JACTG ﬁﬂ @Hume &Persunalize @Access\bilibj i‘g App Help f’ About

Procurement Budgeting Accounts Receivable Accounts Payable

Copy Document

Training - Financial

Message Center
Source Document

=l Search Document Code : g

Page Search Document Department Code : 17
Document Catalog Document Unit Code :
Report Search Document ID: 201500000239
History Target Document
Favorites Document Code : g
Administration Document Department Code :

Document Unit Code :
Document ID :
Auto Numbering : O

Create Template : [

Copy Document Cancel

The Source Document field automatically populates on the Copy Document page. Enter the Document
Department Code, Document Department Unit (optional), and select Auto Numbering, and then click
Copy Document. The copied document opens in Draft form.

Once the source document has been copied into the new document, users have the ability to modify the
information, before validating and submitting the copied document. The source document phase can be
any of the possible phases: Draft, Pending, Final, Historical, Conflict Draft, or Template.
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AcTivity 4.5
Copy a Document

Scenario
Bill a customer for the same services previously billed last week. In order to save time, copy the previous
Receivable (RE) document from the Document Catalog.

Setup
v' User is logged into the AFIS Home Page.

Steps

A. Access the Document Catalog.
1. Inthe Secondary Navigation Panel, click Search.
2. Click Document Catalog.
B. Search for the document and mark it to copy.
1. Inthe Code field, enter RE.
2. Inthe Dept. field, enter the data from your student data card.
3. Click Browse.
4. Click the check box next to the returned document from the prior exercise.
5. Click the Copy link.
GAFIS wrpo vc1e [ ca] | @tome JY persontze ) cessiaty [l Atos T o

Procurement | Budgeting | AccountsReceivable | Accounts Payable
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Training - Financial Copy Document
Message Center
Source Document
= Search Document Code : pe
Page Search Document Department Code : 107
Document Catalog Document Unit Code :
Report Search Document ID: 201500000239
[t Target Document
Favorites Document Code : pe
Administration Document Department Code :
Document Unit Code :
Document ID :
Auto Numbering : [ ]
Create Template : [ |
{ ooy Document Cancel

Enter the Target Document information.

1. Inthe Document Department Code field, enter the data from your student data card.

2. Click the Auto Numbering check box.
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3. Click Copy Document.

Copy Document

Source Document
Document Code : g
Document Department Code @ g7
Document Unit Code :

Document ID: 201500000239

Target Document
Document Code : g

Document Department Code @ g7
Document Unit Code :
Document D :

Auto Numbering :

Create Template :

L] &

Copy Document Cancel

4, Make a note of the document ID number returned. Doc ID:

Note: This ID number will be used to reference this document in the next activity.

D. Validate and submit the RE document.

1. Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the upper
left corner of the screen: “Document validated successfully.”

2. Click the Submit button to submit the document for approval after all errors are resolved. If the
submission is successful, the following message displays in the upper left corner: “Document
submitted successfully.”

3. Click Home.

4.6. Copy Forward

Copy Forward enables a user to copy pertinent information from an existing document into a new
document type, in order to reference or liquidate the source document. This function expedites data
entry and simplifies referencing between documents with a large number of lines.

For example, an Accounts Receivable clerk needs to authorize receipt of money for an existing
Receivable (RE). By clicking the Copy Forward button in the Receivable document, AFIS automatically
generates a Cash Receipt (CR) liquidating the Receivable. All of the Receivable’s pertinent information,
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from the Vendor Code down to the Outstanding Balance, is carried forward into the generated Cash

Receipt document.

I?.'p Copy Forward

Users can also indicate the entire document or specific lines to be copied forward. Click the Select Entire
Document check box to indicate the entire document. Or on the source document, choose individual
components to be copied forward and uncheck the Select Entire Document check box. For example, to
copy forward only one accounting line to another document, select that particular line (CTRL + select
that line) on the document, click the Copy Forward button, and then uncheck the Select Entire

Document check box.

SAFIS

Jump ta; JACTG ﬁlﬂ mHume &Persunalize @A:cessim\rw E App Help T About @

Procurement | Budgefing = Accounis Receivable Accounts Payable

Training - Financial Copy Forward
Message Center Menu
[ Search From Document
Page Search Category: aR Doc Dept: 107
Document Catalog Type: Re Lrelis
Code: ID:
Report Search RE 201500000239
Select Entire Document : Version: 4
History
Favorites lchooent
Doc. Department Code : Document Id :
Administration
Unit Code : Auto Numbering : O
Target Doc Type Target Doc Code Description
+ CR CR Collect Receivable
Wa WO Write-Off Receivable
4 wo WOAGA Write-Off Receivable - AG
oL oL Send Receivable lo Collection
First Prev Next Last
oK Cancel

Attachments to an original document are not copied forward to a new document when using the Copy
or Copy Forward feature. To include an attachment from the original document, download the
attachment, make any necessary changes, then upload the attachment to the new document.
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AcCTIvITY 4.6
Use Copy Forward Functionality

Scenario
The Receivable (RE) entered in Activity 4.5 has been paid so the Cash Receipt (CR) needs to be created.
In order to facilitate data entry, copy forward from the RE document to a CR document.

Setup
v' User is logged into the AFIS Home Page.

Steps
A. Search for the RE document on the Document Catalog.
1. Inthe Secondary Navigation Panel, click Search.
Click Document Catalog.
In the Code field, enter RE.
In the Dept field, enter the data from your student data card.

In the ID field, enter the Doc ID that you wrote down in Activity 4.5.

o v w N

Click Browse. The search results display in the grid. Click the Document link to open the
document.

7. At the bottom of the page, click Copy Forward.

Vendor Total Lines: 1 Document Vendor Line Number: 1 Vendor Customer: VC0000000003  Legal Name: John Eppinett
Accounting Total Lines: 1 Accounting Line: 1 Line Amount: $366.91 Line Closed Amount: 50.00
Posting Total Lines: 1 Posting Line: 1

[ Edit | [¥1 Copy ‘ [ Copy Forward ‘ [ Discard ‘ & print ‘ Processing = WDrk“D\.\r'l Fie~ | | [E3 Close

B. Populate the fields in the To Document section of the Copy Forward page.
1. Inthe Document Department Code field, enter the data from your student data card.
2. Click the Auto Numbering check box.
3. Select CR.
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4. Click OK. The CR document is created.

Copy Forward
From Document
Category: ap Doc Dept: qq7
Type: gg Doc Unit :
Code: g ID: 201500000239
Select Entire Document : Verszion: 4
To Document
Doc. Department Code @ g7 Document Id :
Unit Code : Auto Numbering :
Target Doc Type Target Doc Code Description
+ CR CR Collect Receivable
WO WO Write-Off Receivable
WO WOAGA Wite-Off Receivable - AG
CL CL Send Receivable to Collection
First Prev Mext Last
0K Cancel

C. Enter datain the General Information tab on the Header section.
1. Inthe Document Total field, enter the actual amount of 366.91
2. Inthe Bank Amount field, enter BKO1.

3. Inthe Deposit Date field, enter today’s date.
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4. Inthe Payment Type field, select Cash.

Cash Reoe'lpt{CR)| Dept: 107 ID: 201500000227 Ver: 1 Function: New Phase: Draft ‘ R
LV ETEIN NGB Extended Description | Document Information
Document Name: | fest Bank Account: | BK01 &
Cash Account:
Record Date:
Cash Account Sub:
Budget FY:
Deposit Ticket: I
Fiscal Year:
Deposit Date: | 4/412015
Period:
Bank Deposit Date:
Document Description:  fest
Date Transmitted for Reconciliation:
Document Total: | 366.91 Date Transmitted for Audit:
) E
Actual Amount: $366.91 Methedorheposit |
Closed Amount: $0.00 Deposit and Bank Category: &
Closed Date: Payment Type: |Cash .
Original Amount: Misc. Identifier:
Total Currency: 50.00 Mail Code:
Total Coin: 0.00 Escrow ID: & v
H save | “4 Undo Auto Apply
Vendor Total Lines: 1 VendorLine: 1 Vendor C VA Legal Name: John Eppinett
A i Total Lines: 1 Line: 1 Line Amount: $366.91
Posting Total Lines: 0 Posting Line: none
|‘ Header ‘
Vendor Line Vendor Customer Legal Name Line Amount Suppress Pend Print Payment Type ~
1 VCO000000003 John Eppinett $366.91 Cash juj
From 1 to 1 Total: 1 Goto ine.D Go
(= ustven|
Payment Information | Reference Information | Payment Order | Wire Transfer a
Vendor Customer: | VC0000000003 & Vendor Contact ID: | FCO01 &
Billing Profile: | ST01 3\ Vendor Contact Name: John Eppinette
Legal Name: | John Eppinett Vendor Contact Phone: | (430) 936-2231
Alias/DBA: Vendor Contact Phone Ext.:
Traveler ID: & Vendor Contact Email: | jeppinette@hotmai. com
Misc. Account: [ | s
Address Code: | AD0O1 &) Fax Extension:
Web Address httpil:
Address Line 1: | 9192 E. San Salvador Driv|
Auto Apply:
Address Line 2: uto Apply: []
Reserve Cr Balance:
City: | Scottsdale U 2
H save ‘ 1% Undo ‘ [24 Insert New Line ‘ [E4 Insert Copied Line | EA4 Edit with Grid
Accounting Total Lines: 1 Line: 1 Line Amount: $366.91
Posting Total Lines: 0 Posting Line: none

E.
1. Click on the Accounting section.

2. Verify the data.

Verify the data the was copied forward to the Accounting section.
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3. This CR document will liquidate the entire amount of the RE document.

Header
Vendor Total Lines: 1 Vendor Line: 1 Vendor Customer: V0000000003  Legal Name: John Eppinett
Accounting Total Lines: 1 _Accounting Line: 1 _Line Amount: 5366.91 =i
Accounting Line Line Amount Event Type ~
1 $366.91 AR0Z W
From 1 to 1 Total: 1 Go toine: |:| Go
= List View
e R G EI Reference | Fund Accounting | Detail Accounting ﬂ
Event Type: | AR02 & Budget FY: | 2015
Line Type: |A & Fiscal Year:
Line Type Name: PRINCIPAL Rerind
Accounting Template: @ fiaasos: &
Line Description: Reclassification Date: B
Reclassification Held: [ ]
Trip ID:
Line Amount: | $356.91 Serial Deposit Number:
Currency: Foreign Currency Code: &
Coins Foreign Currency Amount: v
Bl save || 5 undo | | B« insertiew Line | | [ insert Copied Line | | E4 Edil with Grid

Posting Total Lines: 0 Posting Line: none

Validate and submit the CR document.

1. Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the
upper left corner of the screen: “Document validated successfully.”

2. Click the Submit button to submit the document for approval when all errors are resolved. If
the submission is successful, the following message displays in the upper left corner: “Document
submitted successfully.”

3. Click Home.

4.7. Future Document Triggering

Documents can also be created using the Future Document Triggering (FDT) table. Future Document

Triggering allows users to set up, maintain, and trigger the creation of documents in the future, at a

user-defined frequency (for example weekly, monthly or quarterly). Future Document Triggering can be

used to create recurring payments, reversals, or reclassifications.
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When users select Document Future Triggering from the Document Menu, the Future Document
Triggering table opens. Click Insert, and the document identifier fields, including the Doc Code, Doc
Dept, Doc Unit, and Doc ID automatically populate. Users can also access the FDT table from Page

Search and Jump to; however, the document identifier fields are not automatically populated when you

click Insert.
wAFIs wumpiofdacte &) co| | AP Home ﬁ Personaize (Y] Accessivity [l AppHelp T, About | [0
Procuremenl | Budgeling | Accounts Receivable
Traiming - Financial Future Document Triggering
Message Center Menu Back
B Search
Code  Doc Dept I Version GenDocld StartDate EndDate Status Document Prefix
Page Search
v CR 107 201500000227 1 Ready
Document Catalog First Prev Next Last
Report Search
History Save Undo Delele Inserl  Search  Wiew Log
Favorites Code: cp Trigger TYPE : ® Rocurring
Administration LociDentZl1or ) JV Reversal
ID: 201500000227 O Reclassification
Version:|q Expire Date : =
Start Date : B Active :
End Date : B Carry Forward Amount: [
Frequency Type 1:[— [v] Hold Document : ]
4 Frequency Type 2: v Bypass Approvals : [
T Frequency Type 3: v Document Prefix :

When creating the future document for recurring documents, the new document is usually a copy of the

original document. For reversals (journal voucher reversal) and reclassifications (unearned revenues in

accounts receivable), the future document is not a straight copy. A reversal is a copy of the original with
debit and credit amounts reversed. The reclassification is a modification document to copy the open
amount of the unearned line into a new accounting line that is earned, and close out the unearned line.

A chain job is run (usually as part of a nightly cycle) that generates the new documents from the records

saved on the table.
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Activity 4.7
Create a Future Document Triggering Record

Scenario

You are responsible for processing a Receivable (RE) document for a customer on a monthly basis.
Create a record on the Future Document Triggering table, using the Receivable document from last
month.

Setup
v" User is logged into the AFIS Home Page.

Steps

A. Access the Document Catalog and search for the document you want to use for the Future
Document Triggering record.

1. Inthe Secondary Navigation Panel, click Search.
2. Click Document Catalog.
3. Inthe Code field, enter RE.
4. Inthe Dept. field, enter the data from your student data card.
5. Inthe ID field, enter the Doc ID that you wrote down in Activity 4.5.
6. Click Browse.
B. Open the document and access the Future Document Triggering table.
1. Click the Document link to open the RE.
2. Click the drop-down Document Menu, locating at the top center of the screen.

3. Click Document Future Triggering.

%AFIS umpio] 4676 @[ co| P Home P personaize () Accessivity [F Apptep . About
Procurement | Budgefing | Accounts Receivable | Accounts Payable
Training - Financial Future Document Triggering
Message Center fenu Back
B Search
Code DocDept 1D Version GenDocld StartDate EndDate Status Document Prefix
Page Search
| First Prev Next Last
Document Catalog
Report Search Save Undo Delefe Inseri  Search  View Log
History Code: Trigger YRS () pocurming
Favorites LrERERiE O 4V Reversal
Administration (s O Reclassification
Version : Expire Date : =
Start Date : B Active: [
End Date : /| Carry Forward Amount: [
Frequency Type 1 : v Hold Document : [
Frequency Type 2: v Bypass Approvals: [
4 Frequency Type 3: v Document Prefix :

C. Create arecord on the Future Document Triggering table.
1. Click Insert.

2. Inthe Start Date field, enter today’s date.

94




AFIS | Getting Started with AFIS

N o v &~ w

In the End Date field, enter a date six months from today’s date.
From the Frequency Type 1 drop-down, select Monthly by Date.
From the Frequency Type 2 drop-down, select Every month.
From the Frequency Type 3 drop-down, select 5th.

In the Expire Date field, enter a date six months from today’s date.

< AFIS

Welcome, Student 7
Meszage Center
[ Search

Page Search

Document Catalog
Report Search
History
Favorites

Administration

1

T

Jump to; JACTG
Procurement Budgeting Accounts R
Future Document Triggering
Code Doc Dept jin} Version Gen Docld Start Date End Date Status Document Prefix
+ RE 107 201500000240 1 Ready
First Prev Next Last
Save Undo Delete Insert Search View Log
Code : pg Trigger TYyPe : & pecurring
Doc Dept: 107 © IV Reversal
ID: 201500000240 O Reclassification
Version : |4 Expire Date : 40/4/2015 =
Start Date : 4.4/7015 =l Active :
End Date : 10142015 = Carry Forward Amount : [
Frequency Type 1 :IW Hold Document : D
Frequency Type 2: Im Bypass Approvals : O

Frequency Type 3:

5th e

Document Prefix :

Save the record, return to the original document, and clear the desktop.

3. Click the Home icon in the Primary Navigation Panel to return to the Home Page.

D.
1. Click Save.
2. Click Back.
4.8.

View and Correct Document Errors

When users select Save, Validate, or Submit a document, AFIS performs a series of checks on the
document. If AFIS encounters any errors, it displays a brief error message at the top of the page. If AFIS
finds more than one error, the first error message is displayed along with the total number of errors. For
example, 1 of 16 indicates that there are a total of sixteen error messages. To see all of the error
messages, select View All. A scroll bar allows users to scroll down to view additional errors. Clicking the
underlined portion of the error message will take the user to the section and tab that contains the error.

View &l 1 of 15 | @ Service From Date iz required. [(A3931)
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@ Error PR_DOC_COMM VEND Line 1 COMM Line 1 (Req.:1 Avail.: 0 Service From/To Date must be &t as indicated on Document Centrol. (A1675)
@ Error PR_DOC_COMM VEND Line 1 COMM Line 1 —_ Vendor Invoice Number is required. (43931}

% Warning BUD_STRU_S0_LVL_3 WEND Ling 1 COMM Line 1 ACTG Line 1 PSTHG Line 1 - News Budget Line created for the Decentral Expense - Dept Sub Object Budget Level (A2538

@ information BUD_STRU_92_LVL_2 VEND Ling 1 COMM Line 1 ACTG Line 1 PSTNG Line 1 — New Budget Line created for the Central Expense - BFY/Fund/Dept/AUiObj Level (A2538)

Error Types

Error messages have different severity levels. The levels are:

= |nformational - For informational purposes only and does not affect whether a document is
accepted to the next phase. All informational messages that occur during document processing
are accumulated so users see all of the informational messages for that document version at
one time.

= Warning - Does not affect whether a document is accepted to the next phase. Warnings are
compared with the warning message from a previous validate or submit action. If there are any
new warnings since the last time, the user is given the chance to review these warnings before
the document is accepted to the next phase. The next time the document is submitted, the
document is accepted to the next phase if there are no new warnings. All warning messages that
occur during document processing are accumulated so users see all of the warning messages for
that document version at one time.

= Error- The document is rejected and any updates or changes made outside of the document are
not committed to the database. All error messages that occur during document processing are
accumulated so the user can see all of the error messages for that document version at one
time. In addition, the phase of the document remains at the Draft phase until the user fixes the
document and validates or submits the document again.

= Severe - The processing is terminated immediately at that point. All updates or changes made to
the document and made outside of the document are not committed to the database. Only the
messages that occurred before the severe message and the severe message itself are displayed
to the user for review.

Override Error Messages

An Override Error can be raised during document processing (validate or submit). This type of error
message has a severity level of Error and an associated override level. Override error messages allow
users to downgrade the message from an error to a warning, by applying the Override action to the
document version with appropriate security. User override level, which is set up in security, needs to be
greater than or equal to the override level that is set for the error message, in order for the message to
be overridden.

4.9. Print a Document

AFIS has several printing functions. It has the ability to print checks, invoices, and other documents.
Users select various print options before sending the actual print document request. These options
include: the print job and resource to use, how many copies to print, and whether to print on both sides.
When printing a document, attachments need to be printed separately. Print functions include:

96



AFIS | Getting Started with AFIS

Print an Open Document — Print a document by selecting the Print button on an open
document.

Print a Document from the Document Catalog — Print a document by selecting the Action
Menu, then Miscellaneous Actions, then Print.

Print Multiple Documents using the Batch Print Process — Authorized users can print multiple
documents of the same document code using the Batch Print Process.

Print an Open Document — Steps

1.
2.
3.
4.

Search for and open the document to print.
Click the Print button.
Select the print settings.

Click Print.

Print a Document from the Document Catalog — Steps

1.

2.

From the Document Catalog, search for the document to print.
Click the check box for the document.

Click the Action Menu.

Click Miscellaneous Actions.

Click Print.

On the Print page, select the print settings.

Click Print.
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Lesson Summary

In this lesson, you:
= Reviewed the lifecycle of a document
= Reviewed the use the Document Catalog
= Examined the document structure and layout
= Created a document
= Reviewed document errors

= Examined the document printing options

Check Your Progress

1. Which phase is a document in when the document has been tentatively accepted subject to
approval rules?

a. Draft

b. Conflict Draft
c. Pending

d. Final

2. Funds are reserved prior to the final approval of a document.

a. True
b. False

3. Documents with this error type cannot be submitted to workflow?

a. Warning
b. Informational
c. Error

4. A new document can only be created using the Document Catalog.

a. True
b. False

5. The Copy feature enables a user to copy pertinent information from an existing document into a
new document type to reference or liquidate the source document.

a. True
b. False
6. If you close the Document Navigator, use the feature to display the section

headers to be able to navigate between sections.

a. Maximize/Restore
b. Tab View
c. Quick Switch
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5. Creating Templates

Learning Objectives

In this lesson, you will:

= Discuss a document template
= Create a document template

= Use a document template to create a new document
Lesson Overview

There are many ways to create documents. There are ways to simplify the process of document creation
by using the tools available in AFIS. Understanding and utilizing these tools will make it easier to
accomplish repetitive tasks more efficiently. In this lesson, users will learn about document templates.

To eliminate the need to enter the same data repeatedly, AFIS has Document templates that allow users
to use a frequently-used document as a starting point for creating subsequent documents.

5.1. Document Templates

Most documents that can be created from the Document Catalog in AFIS can be created as templates to
assist in future document creation. Document templates share the same structure and data entry fields
as real documents, but no processing of the data is allowed. They always remain in the template phase.
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When creating a document template, enter the data that is relevant for most of the documents created.
Once users have created and saved the template, it can be used as the starting point for all future
documents created, thereby eliminating the need to enter the same information each time.

Document Catalog

Create H bk

= Document ldentifier
Code : cp | Unit :
Dept.: 1D

= User Information
Create UserID: Create Date : E

= Document State

Function :I [V Status :I [V
Phase : ITempIate L

Browse Clear

Open Valdate Submit Copy

Code Dept. Unit ] Comments Wersion Function Phase Status Date UgerlD Amount Active
|:| CR 100 TEMPLATE Mo 1  New Template Held 11/25/14  Training 22,500.00 Yes
First Prev Next Last

Menu

Document templates are ideal for users or groups of users who repeatedly create documents with the
same information, or for those users who infrequently enter documents and need a place to save the

information that is needed for future work.
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AcTivity 5.1
Create a Document Template

Scenario
Your department needs to process a lot of Receivable (RE) documents, create an RE template that can
be used to save the basic information for new RE documents.

Setup
v' User is logged into the AFIS Home Page.

Steps
A. Create the template.
1. On the Secondary Navigation Panel, click Search.
Click Document Catalog.
In the Code field, enter RE.
In the Dept field, enter the data from your student data card.

In ID field, enter the data from your student data card.

o v w N

Put a check mark next to the displayed document.
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7. Select Copy link.

Document Catalog
Create Sk
¥ Document ldentifier
Code : g ﬂ Unit :
Dept.: 107 ID: 5Ty 7=

= User Information
Create User D : Create Date : B

= Document State

Function : I [ Status : I [
Phase : I e

Browse Clear

COpen Vabdate Submit Copy

Code Dept. Unit ] Comments WVersion Function Phase Status Date Uger D Amount
[] RE 107 STUT 12 MNo 1  Hew Final Submitted 10/23/14 Training $1,200.00
[] re 107 STUT 444 No 1  HNew Final Submitted 10/22/14  Trainings $1,000.00
[] re 107 STUT46 Mo 1  Hew Final Submitted 10/23/14  Training £500.00
[] R 107 STU749 MNo 1  Hew Final Submitted 10/23/14 TrainingS  $500.00
RE 107 STUY52 No 1 HNew Final Submitted  10/7/14  Training $366.91
[] re 107 STU753 No 1  New Final Submitted 10/24M4  Training $1,000.00
[] RE 107 STUT754 No 1  Hew Final Submitted 10/27/14 TrainingS $1,500.00
[ re 107 STU764 MNo 1  HNew Final Submitted 10/22/14  Trainings  $500.00
[] re 107 STUT&E2 MNo 1  New Final Submitted 10/24/M4 dboudrie  $850.00
] re 107 STU792 MNo 1  Hew Final Submitted 10/24/M4 Training $3,150.00

First Prev Next Last

Menu

Active
Yes
Y es
Yes
WES
Yes
Yes
WES
Y es
Yes
Yes

8. Inthe Document Department Code field, enter the data from your student data card.

9. Check the Auto Numbering check box.
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10. Check the Create Template check box.

Copy Document

Source Document
Document Code @ g

Document Department Code @ 147
Document Unit Code :

DocumentID: sy 752

Target Document
Document Code : g

Document Department Code @ g7
Document Unit Code :
Document [D :

Auto Numbering :
Create Template :

Copy Document Cancel

11. Click Copy Document. The document opens in edit mode with a Phase: Template, allowing you
to enter the data immediately (Data will not be entered in this activity).

12. Write down the ID number of the document: Doc No:

Procurement Budgeting Accounts Receivable Accounts Payable

Receivable(RE) | Dept: 107 ID: 201500000241 Ver: 1  Function: New Phase: Template =

Note: Instead of counting zeros, use a wildcard to represent a string of zeros. For example: 54320000015
could be wrtten 5432*15.

13. Click Save.

Note that you cannot validate or submit Document Templates.

14. Click Close.

B. Use the template you created to create a new RE document.
1. Onthe Secondary Navigation Panel, click Search.

Click Document Catalog.

2

3. Inthe Document Identifier section, in the Code field, enter RE.
4. Inthe Dept field, enter the data from your student data card.
5

Select the Document State section.
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6. Inthe drop-down menu for Phase, select Template.

7. Click Browse.

Document Catalog

Create Sk
= Document Identifier

Code :|gg ﬂ Unit :
Dept. :|q4g7 I

= User Information
Create User|D: Create Date : B

= Document State

Function :I N Status : I -
Phase :ITempIatE W)

Browse Clear

Open Validate Submit Copy

Code Dept. Unit 1D Comments WVerzion Function Phage Statuz Date UszerlD Amount Active
[] RE 107 201500000241 Mo 1  Hew Template Held 4/4115 Student? 5366.91 Yes
First Prev Mext Last

Menu

8. Open the document.
9. Inthe RE template, click the Copy button.
10. In the Document Department Code field, enter the data from your student data card.

11. Click the Auto Numbering check box.
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12. Click Copy Document. A new document is created, allowing you to enter any additional data.

WAFIS sumpto] 9576 |4 [[Go] | @@ Home F* Personaize () Accessiviiy g Appten . About| (]

Accounts Receivable  Accounts Payable

(EN RN BT Additional Amounts | Additional Dates | Extended Description | Document Information

Document Name: Reclassification Date:

Reclassification Held: [ ]

Record Date: E
Document Dispute Status: [liot Appicable .

Budget FY:
Fiscal Year:

Period:

Document Description: | Student 7

Actual Amount: $366.91

Closed Amount: 50.00

Closed Date:
A 5ave| 15 Undo
Vendor Total Lines: 1 Vendor Line Number: 1 Vendor C e Legal Name:
Accounting Total Lines: 1 Accounting Line: 1 Line Amount: $366.91 _Line Closed Amount: 50.00
Posting Total Lines: 0 Posting Line: none
@an‘ Vama|e| ] Suhmit‘ &D‘maﬂ @Prim| Processing ~ Wﬂrlmuw'| Fie~ | [E3 Close

C. For this activity, we will discard the document.
1. Click the Discard button.
2. Click OK.
3. The template is still open. In the template, click the Close button.
4

Click Home to return to the Home Page.
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Lesson Summary

In this lesson, you:
= Discuss a document template
= Created a document template

= Used a document template to create a new document

Check Your Progress

1. If a user manually enters a value, before or after document template values are inferred, the manual
entry remains in the field when the document is validated.

a. True
b. False
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6. Workflow and Document Approvals

Learning Objectives

In this lesson, you will:

= Review general workflow roles

= Access your personal worklist

= Access other roles (shared) worklists
= |dentify workflow actions

= Approve a document

= Reject a document with comments

=  Track document status
Lesson Overview

Document approval processing is a system of routing documents through workflow to one or more users
for review/approval, prior to finalizing the document. Workflow provides the technical means of
electronically routing documents to the next resource. In this lesson, the approver roles in workflow are
discussed and various workflow actions are explained. Users also learn how to access their worklist,
learn how to check if a document has been rejected, and learn how to track the status of a document.

6.1. Workflow Roles

Approvers can view the personal worklist and all role (shared) worklists assigned to in order to see
documents requiring approval. When documents are submitted for approval they route to the workflow
role worklist. From this worklist an individual approver can select a specific document and choose Take
Task. This action moves the document out of the role worklist and places it into that approver’s personal
worklist. The functions of the approver are described below.

The approver with appropriate security rights can complete the following actions:

= Take a task from the role worklist

= Approve the document from the user worklist
=  Unapprove or recall an approved document

=  Reject a document with comments

= Return a document to the worklist

= Reassign documents to approvers

= Reject all levels of approval
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=  Manually route a document to an additional approver
= Apply an override to a document with errors to finalize it
= Remove an override to a document

An approver cannot approve their own documents. AFIS specific role names are not covered in this
course.

6.2. Access the Worklist

A worklist is a listing of all documents assigned to a user which are awaiting approval. In addition to the
personal worklist, users can also view worklists for each approval role granted.

To access the user worklist, click Message Center in the Secondary Navigation Panel, and then click
Worklist. The Worklist page opens displaying the work items, with the user’s name displayed in the
Select Worklist field. User’s worklists should be reviewed daily or more often, if required by department
policy.

WAFIS Jump to] JAGTG g‘ﬂ P Home 2 personaize QF) Accessivity [l AppHelp . About
Welcome, Student 7 Procurement | Budgefing | Accounts Receivable | Accounts Payable
El Message Center

oo Select Worklist : [student 7] v | Change Workist Role Order
HEE Level :l_il
Broadcasis Code : ﬂ
Worklist Dept:
Forms D:
J— Submitter ID :
e Escalated Item :l_i[
Document Catalog Growse Clear
Reporl Search
History Level Code Dept ID Priority Escalatedltem Comments CreatorlD SubmitterlD Date Reason Message Priority Reason
Favorites First Prev Next Last  Approve Reiect Take Task Relum Task Change Priorty  Refresh
Administration 4 Menu Recal Workiist Detalls Workiist Pipeline

If users are a member of any other workflow roles, such as a department role, users will see that role
displayed in the Select Worklist drop-down menu. Documents requiring approval are routed to the
workflow role worklist, where approvers need to take the task and move the task into their personal
worklist.

Access Workflow Role Worklist

Approvers may add additional tasks to the worklist from another workflow role they may belong to,
provided they have the appropriate security rights. Each workflow role has a worklist. Select a workflow
role from the Select Worklist drop-down list to display the role Worklist, which includes all of the work

that has been assigned to the role. Users only see roles they have security access to in the drop-down
list.
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6.3. Workflow/Worklist Actions

In order to better understand the workflow process, it is important to understand the actions that can
be taken on a document. There are different actions that can be performed, depending on where users
are in AFIS, some of these actions overlap between areas. When reviewing the different workflow
actions, some actions are only available to an approver based on their security authorization.

This topic will help differentiate between what actions can occur and where. The following three areas
are discussed:

=  Actions in a document
= Action Menu actions

=  Worklist actions

Actions in a Document

After a user successfully validates a document (no errors prevent submission) and clicks Submit, if that
document requires approvals, it will then be routed to workflow. Once it is assigned to a workflow, an
approver may approve or reject a document, using the buttons at the bottom of a document page.

l@l Approve E& Reject

There are additional workflow actions available in the document, which are accessible from the
Workflow menu located at the bottom of a document page. Click the Workflow button to display the

workflow actions:

3¢ Reject Al

|} Unapprove

E?, Bvpazz Approvals
I_u:d QOverride

lid Remove Override

Track Work In Progrezs
Proceszing = | | Workflow =

= Reject All - An administrative action that rejects the document completely out of workflow
regardless of approval level or routing sequence level.

= Unapprove — Removes a previously applied approval from a document. Users may apply an
Unapprove action only on a document on which an approve action has occurred, as opposed to
a Reject action, which can be applied on a document at any approval level.
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= Bypass Approvals — Available to authorized users only. Allows the document to process to Final
without having to go through the approval process. The action can be applied from within the
document or from the worklist.

= Override — Allows authorized users to finalize (override) documents that contain acceptable
errors. This action is only available on Draft versions of documents.

= Remove Override — Allows authorized users to remove override approvals from documents with
errors that have been previously approved. This action is only available on document drafts with
overrides applied. The action can be invoked from the Document Catalog, workflow list or an
open document.

= Track Work in Progress — A complete history of a document’s lifecycle (document status,
required document approval levels, approval actions performed, etc.).

Action Menu Actions

There are two Action Menus available in AFIS:

= Document Catalog

= Worklist

Document Catalog Action Menu

The Document Catalog Action Menu appears in the center of the page on the right side of the Document
Catalog. This menu allows a user with proper security to click Bypass Approvals from the Processing
Actions link. This action pre-approves documents requiring approval before the document is submitted
for processing. With approval bypassed, the document is accepted by the system once business rules
are successfully applied.

%AFIS wmptof 12016 | A co| | @@ Home P personaize () Accessiity g AppHelp T About

Weicome, Student 7 Procurement Budgeting Accounts Receivable Accounts Payable

o o
™M Cent
& Message Center s b
frms = Document Identifier
Alerts Code :[¢p ] nit:
Broadcasts Dept.: ID:
Wiorkiist
b User Information
Forms
[ Search b Document State

Page Search

Document Catalog Boes Sl

Report Ssarch Bchedulng Actens: & [+
History Open Validate Submit Copy Archiving Actions »
Favorites Code | Dept. | Unit D Comments  Version | Function Phase Status  Date  UserlD Amount Active Edfing Actions 4
Administration 4 [Jcr 100 123456789 No 1 New Draft Rejected 10/28/14 Trainingd $2,000.00 Yes Valdate FEEEREAETE

[JcrR 100 nsin Ho 1 New Historical (Final) Submited 11/25/14 Traiming ~ $750.00 Yes Submit Wiscelaneous Actions b
[JorR 100 N3.1D Ho 2 Modification Final Submitled 11/25/14 Training ~ $750.00 Yes Bypass Approvals

[JcrR 100 NST12B Mo 1 New Final Submitted 10/16/14 Training ~ $525.50 Yes

[Jcr 100 INST12B Mo 2 Modification Draft Held 10/7/14 Training  $525.50 Yes

[JcrR 100 NST35T Mo 1 New Final Submitled 11/25/14 Training  $2,500.00 Yes

[Jer 100 INSTEAD Mo 1 New Final Submiled 11/25/14 Training  $200.00 Yes

[JcrR 100 NST821 Mo 1 New Final Submitted 10/16/14 Training ~ $175.00 Yes

[JcrR 100 INST821A No 1 New Draft Held 102714 Trainings  $175.00 Yes

[JcrR 100 NST822 Mo 1 New Final Submitled 10/16/14 Training ~ $175.00 Yes

First Prev Next Lasi

Menu

The approver selects the check box next to the document(s) requiring bypass approvals before clicking
the Bypass Approvals action.
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Worklist Action Menu
The Action Menu from within the worklist contains several workflow actions. The Action Menu is located

in the upper right corner of the Worklist page.

The Action Menu includes the following commands.

Approve — Applies approval to the document being reviewed by the user. If further approval is
required for the document it is sent to that level in the workflow.

Unapprove — Removes a previously applied approval from a document.

Reject — Rejects a document pending approval at the approver’s level. This action routes the
document back to the previous approver for reconsideration, if applicable.

Reject All — An administrative action that rejects the document completely out of workflow
regardless of approval level or routing sequence level.

Take Task — Adds the document to the personal worklist.

Return Task — Removes a document from the personal worklist and returns it to the role
worklist. This action cannot be applied if any of the following actions were applied: Reassign,
Manual Route, Reject, Unapprove or Recall.

Bypass Approvals — Available to authorized users only. Allows the document to process to Final
without having to go through the approval process. The action can be applied from within the
document or from the worklist.

Track Works in Progress — Displays a complete history of a document’s lifecycle (document
status, required document approval levels, approval actions performed, etc.).

Worklist Actions
The following unique actions are provided as links on the Worklist page:

6.4.

Refresh — Updates the worklist.

Recall — Select this link to re-review any documents that you have approved on your worklist
provided those documents are still in a Pending status, and your approval is the highest one that
has been applied to the document. At this point, you may re-approve the document or perform
a Reject action. The document must be submitted in order to move into Final status.

Approve a Document

A document may several (one or two) required approvals. Arizona has defined rules for requiring

approval levels to a document.

Authorized users can approve a document routed directly or to any approval roles assigned by either

accessing the document or using the Action Menu from the Document Catalog or worklist.
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Document Approval — Steps

1. A member user of an Approval Role selects the document checkbox and clicks the Take Task
action to place the document from the Approval Role’s worklist onto the user’s personal
worklist.

SAFIS

ﬁ{ﬁ&l @Home éSPersonaize @Accessibi‘h/ EAppHelp T About @

Welcome, AR GAOAppr Procurement | Budgefing = Accounts Receivable = Accounts Payable
=] Message Center Escalaied Htern:s g
Inbox e

Alerts

Broadcasts Level Code Dept 1D Priori Es;z:::ed Comments Crel;tor % Date Reason Me

Worklist —

R 2 WO AAA 201500000009 Normal No No aharrisen aharrison 8/28/2014 2:22:23 PM  Apply approval Document is re:
Search 2 RE AAA 201500000064 Normal No No aharrison aharrison  9/18/2014 6:49:32 AM  Apply approval Documentis re;
History 2 RE AAA 201500000065 Normal No No aharrison aharrison 9/18/2014 6:49:33 AM  Apply approval Documentis re;
Favorites 4d 02 RE AAA 201500000067 Normal No No aharrison aharrison  9/18/2014 6:49:34 AM  Apply approval Document is re:
Administration Clé2 RE AAA 201500000068 Normal No No aharrison aharrison  9/18/2014 6:49:35 AM  Apply approval Documentis re:

2 RE AAA 201500000069 Normal No No aharrison aharrison  9/18/2014 6:49:37 AM  Apply approval Document is re:
[]E2 RE AAA 201500000070 Normal No No aharrison aharrison 9/18/2014 6:49:40 AM  Apply approval Document is re;
2 RE AAA 201500000084 Normal No No aharrison aharrison  9/18/2014 6:49:41 AM  Apply approval Documentis re:
&2 RE AAA 201500000067 Normal No No aharrison aharrisen 9/18/2014 6:49:42 AM  Apply approval Document is re;
2 RE AAA 201500000068 Normal No No aharrison aharrison  9/18/2014 6:49:43 AM  Apply approval Documentis re;
First Prev Next Last Approve Reject Take Task Return Task Change Priority Refresh

Menu Recall Manager Worklist Workiist Details Workiist Pipelfine N

2. The approver then selects the link to the document on the worklist to open the document.

3. The user follows the business process in place to review all aspects and details of the document
to determine whether the transaction should be approved or rejected.

WAFIS Jump to: ﬁ‘\_{‘iﬂ @Home és”Personaize @Accessibity @App Help f About

Budgefing Accounts Receivable Accounts Payable

Weicome, AR GAOAppr Procurement

IView Al 1 of 3| /2, Line amount wil be calculated. (A391)

Receivable(ni)) Dept: AAA ID: 201500000064 Ver.: 2 Function: Modification Phase: Pending ‘ j

_ﬂ

= ListView | A
[ nInuEICo | Additional Amounts | Additional Dates || Extended Description | Document Information
Reclassification Held
Document Name: Reclassification Date:
Reclassification Held: [ ]
LA Document Dispute Status: [ 1101 Aopicabie v
Budget FY: 2015
W Fiscal Year:
Period:
Document Description: ARF01 - step 9
v
Actual Amount: $2,240.00

Vendor Total Lines: 1 D Vendor Line : 1 Vendor C VC0000000004 Legal Name: Lisa Tate
Accounting Total Lines: 3 A ing Line: 1 Line Amount: $1,457.50 Line Closed Amount: $0.00 e
Posting Total Lines: 1 Posting Line: 1 e
(3 copy| |[k Discard| | @ Approve ||[3 Reject | & print | | Processing ~ | | workflow ~ | | Fie ~ | | 3 close |
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4. The Approve action button at the bottom of the document is used to approve the transaction.

= [f this is the last approval needed to be applied to the document, the Approve action will:

o Change the document’s Phase from Pending to Final
o Update all applicable tables, journals and inquiries
o Update Workflow related inquiries, such as the Track Work In Progress inquiry

=  When another approval is required for the document, the Approve action will:

o Retain the document’s Phase of Pending

o Not update any applicable tables, journals and inquiries other than Workflow related
inquiries such as the Track Work In Progress inquiry

o Place a link to the document in the worklist of the next Approval Role
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ACTIVITY 6.4 - INSTRUCTOR LEAD ACTIVITY (SHOW AND TELL)

Approve a Document

Scenario
A Cash Receipt (CR) document has been routed to you for approval. The CR document requires two
levels of approval. Review and approve the document using your worklist.

Setup
v' User is logged into the AFIS Home Page.

Steps
A. Access your worklist.
1. Inthe Secondary Navigation Panel, click Message Center.
2. Click Worklist. The worklist opens.
3. From the Select Worklist drop-down, select the data from your student data card.
B. Locate the document to be approved.
1. Inthe Code field, enter CR.
2. Inthe Dept field, enter the data from your student data card.
3. Inthe ID field, enter the data from your student data card.
4. Click Browse. The matching document is displayed.
C. Take the approval task for the CR.
1. Click the check box for the CR line.
2. Click Take Task. The document is no longer listed.
D. Open your worklist and open the CR document.

1. From the Select Worklist drop-down, select the worklist that corresponds to your Training User
ID. The CR document appears in the worklist.

2. Click the link in the ID column to open the document. The CR document opens.
E. Review and approve the document.
1. Review the information on the document.

2. Click Approve. The Document Comments page opens and the message “Approve action
completed” appears.

3. Click Back to return to the document.
4. Click Workflow.
5. Click Track Work in Progress. The Track Work in Progress page for the CR opens.
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6. Verify that the first level of approval has been applied successfully and the document is now
pending the second level of approval.

7. Click Back to return to the document.
8. Click Close to return to the worklist.

9. Click Home.

Release Work Items

Work items (documents) originally assigned to a workflow role and then taken by a user may become
dormant in that user’s worklist. An example of this would be a user taking a task but not completing it
before going on vacation. If the user has left a document in his or her personal worklist, no other users
can approve or reject that document.

Approvers with appropriate security may use the Return Task action to return the document to the
worklist role for reassignment or for another approver to take the document.

%AFIS i o] 32] £ Home és’PersunaL’e Q) Accessivity [g] AppHelp . About

Welcome, AR GAOAppr Procurement | Budgefing = Accounts Receivable = Accounts Payable

Training - Financial Worklist

[Z] Message Center

Inbox _
Select Worklist : | AR GAOAppr v Change Workiist Role Order
ks Level: v
Broadcasts Code : Gi
Worklist Dept:
Forms ID:
Search Submitter ID :
Escalated Item :
History v
- Browse Clear
Favorites p

Administration

Level Code Dept 1D Priority Esﬁ::'a':ed Comments CrT;tor Sub:vl;mer Date Reason Mes
2 RE AAA 201500000064 Normal No No aharrison aharrison  9/18/2014 6:49:32 AM  Apply approval Document is read

First Prev Next Last Approve Reject Take Task Return Task Change Priority  Refresh

Menu Recall Workiist Details Workiist Pipefine

Approvers with appropriate security also have the capability of approving or rejecting a document from
within their worklist, even though the document resides in a user’s worklist. By doing so, this also
releases the document from the user’s worklist. In this case, the document follows normal workflow
rules; if the document has been approved, it goes to the next approval level or is submitted to Final. If
the document has been rejected, it goes back to the previous approval level or the submitter.

115



AFIS | Getting Started with AFIS

6.5. Reject a Document with Comments

Rejecting a document can occur from inside a document, the Action Menu or from within a worklist.
When accessing the document from a worklist, the Reject action button, located beside the Approve
action button, is used to reject the transaction. When the Reject action button is selected, the
authorized user should create a Document Comment to explain the reasons for rejecting the document.

When a document is rejected, two things can happen based on where in the approval process the

document is.

= |f a prior approval action was applied to the document, using the Reject action will:

o Retain the document’s Phase of Pending
o Place the document in the worklist of the user who applied the prior Approval action
o Update Workflow related inquiries such as the Track Work In Progress

= [f this is the first approval action applied to the document, using the Reject action will:

o Change the document’s Phase from Pending to Draft
o Place the document in the worklist of the user who applied the Submit action to the
document

When rejecting a document, the approver is directed to the Document Comments page. On this page,
the approver can use the Insert and Save links to add and save comments to the document.

ﬁAFIs Jump to: i'ﬂ @Hume yPersunalize @Accessibi\ﬂy igAppHelp T About

Welcome, AR GAOAppr Procurement | Budgefing | Accounts Receivable = Accounis Payable

Training - Financial Document Comments
RE - AAA- 201500000062

[ Message Center

Inbox Menu Back

Alerts
Version Date/Time User Phase Subject Attachments

Hhacasls v 2 11/24/2014 12:-16:00 AM  argaoappr Draft

Worklizt First Prev Mext Last

Forms

Save Undo Insert Copy Pasie Search Aftachmenis
Search
Document Code : g
History
Document Dept. Code @ pap

Favorites 1

Document 1D : 201500000062
Administration 4 Version: 2
User: arganappr
Phase : I—v
Standard Comment Code : Q
*Subject : wrong address

*Comment : Wrong Vendor Address code
entered.
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ACTIVITY 6.5 - INSTRUCTOR LEAD ACTIVITY (SHOW AND TELL)
Reject a Document with Comments

Scenario

A Cash Receipt (CR) document has been routed to you for approval. After reviewing the document you
determine that it should be rejected as it uses an incorrect object code. Use your worklist to locate and
reject the document with comments.

Setup
v' User is logged into the AFIS Home Page.

Steps
A. Access your worklist.
1. Inthe Secondary Navigation Panel, click Message Center.
2. Click Worklist. The Worklist opens.
3. From the Select Worklist drop-down, select the data from your student data card.
B. Locate the document to be approved.
1. Inthe Code field, enter CR.
2. Inthe Dept field, enter your student data card.
3. Inthe ID field, enter your student data card.
4. Click Browse. The matching document is displayed.
C. Take the approval task for the CR.
1. Click the check box for the CR line.
2. Click Take Task. The document is no longer listed.
D. Open your worklist and open the CR document.

1. From the Select Worklist drop-down, select the worklist that corresponds to your Training User
ID. The CR document appears in the worklist.

2. Click the link in the ID column to open the document. The CR document opens.
E. Review and reject the document.

1. Review the information on the document.
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2. Click Reject. The Document Comments page opens and a “Reject action completed” message is
displayed.

[ Copy | (s Discard | & Approve | (& p.:\[ﬁd

| 1 of 11 View Al Reject action l:umpleted.l

F. Enter comments and close the document.

Click Insert.

In the Subject field, enter Incorrect Obj Code.

In the Comment field, enter Please correct the object code and resubmit.
Click Save.

Click Back to return to the document.

Verify that Document Comments appears in the header of the document.

Click Close to return to the worklist.

© N o v kW N R

Click Home.

6.6. Track Work in Progress

The approver can track the document history, using the Track Work In Progress function. Track Work in
Progress displays where the document is located in the approval workflow process, and can be used by
any user with access to the document.

On the Track Work in Progress page, the user can review the document status, see what approval
actions have been performed, determine the number of required document approval levels, and see the
names of the approvers.

To access the Track Work in Progress page, open the document and click the Workflow menu at the
bottom of the page, and then click Track Work in Progress.

3¢ Reject Al
[ Unapprove
b

/mazs Anprovals B} B}
£ Bypazs Approval Auto Apply

ligt Override

.ﬁ :

|Q Remowve Override
Track Work In Pregress

& Print | Frocessing = | | Workflow « FiI&v| E c|.;.35|
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To display additional information, click the View Log link. The Track Work In Progress Log is displayed.
Click the Back link that is located in the upper right corner of the screen to go back to the Track Work in
Progress page, then click the Back link again to return to the document.
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Lesson Summary

In this lesson, you:

= Reviewed general workflow roles

=  Accessed your personal worklist

= Accessed other roles” worklists

= |dentified workflow actions

=  Approved a document

= Rejected a document with comments

= Tracked document status

Check Your Progress

1.

120

It is possible to approve a document from:

a. The worklist

b. Inside the document
c. The action menu

d. All of the above

Approvers can approve or reject documents directly from the department worklist.

a. True
b. False

How often should you review your worklist?

a. Atleast daily
b. Weekly

c. Monthly

d. Never

To review and correct rejected documents, the submitter should

a. Use the Document Catalog to look up documents with their Create User ID and a Status of
Rejected, make the corrections, and re-submit the document.

b. Access the rejected document while working their worklist, review the comments, make the
corrections, and re-submit the document.

On the Track Work in Progress page, the user can only review the document status and see what
approval actions have been performed.

a. True
b. False
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7.

Business Intelligence

Learning Objectives

In this lesson, you will:

Access and navigate in Business Intelligence
Execute a report using prompts

Save a Business Intelligence report as a PDF
Print a report from Business Intelligence

Review the purpose of Business Intelligence Dashboards

Lesson Overview

The AFIS Business Intelligence (BI) portal is a web application that allows users to access and execute

Web Intelligence reports, as well as interact with dashboards. This section provides a high-level

overview of the AFIS Bl portal. Users are given step-by-step directions on how to access and navigate the

Bl portal, find reports and dashboards, and interact with those tools and documents.

The portal is an integrated analytics solution that provides insight into the State’s data for the Budget

Development, Financial, Human Resource, and Payroll applications. In addition, AFIS Bl has capabilities

that can be extended cross-application for enterprise reporting and business intelligence.

7.1.

Business Intelligence Overview

Some of the features of the Bl portal include:

The Business Intelligence link provides access to the web-based reporting tool.
A separate sign-on is not needed.

The financial information within Business Intelligence is updated nightly, after the online
business day.

Departments can download reports to PDF, comma-delimited files, or into Excel format for easy
data filtering to fit specific department needs.

Users can access reports online, save, or print reports locally.
Security roles determine what the user has access to and what they have permission to see.

Based on security, when a report is executed, the user only sees data that is applicable to their
role in the reports.
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Access and Navigate in the Business Intelligence Portal
The AFIS Bl Portal provides a single point of entry for reporting. Bl reports are stored in the Document
List, a folder structure that reflects various functional areas, and which also works in a similar way to
Windows Explorer. Click the Business Intelligence link to access the Bl Portal. The link is only visible to
authorized users of Business Intelligence, based on the access profile or user role.
There are two ways to find reports in the Bl portal:

=  Folder Structure

= Search title tool

Folder Structure
Look through the folder structure to find the specific report in a folder.

1. Click the Document List link in the Navigation section or the button at the top of the page.

2. Click on the plus sign (+) next to Public Folders to display the contents of the folder on the right.
3. Click on the plus sign (+) next to AFIS to view the report folders by functional area.

4. Click the desired functional area folder to view the reports on the right.

5. Click the desired report.

6. Enter the required and optional prompts to generate the report.

(ﬁ infoAdvantage Welcome: User 10 | Applications»  Preferences  Help menu~ Log off £
[m Documents
View ~ few - Organize ~ Send - More Actions ~ | Details ] 1 | oft
My Documents Title ~ Type Last Run Instances
et ‘¢ | FIN-AZ-AP-C021 Future Scheduled Payments for Disl Web Intelligence 0
= Public Folders | * | FIN-AZ-AP-C032a Count - Bank Code by Disburseme Web Intelligence o
AAA Reports | | FIN-AZ-AR-C035 Open Items - Accounts Receivables| Web Intelligence 1]
ABA Reports
& ADA Reports
Published Repaorts
B[ Reports
B[] Ak Reports
E- AGA Reports E

&

Agency Training Reports Folder

e

AHA Reports

"

AMA Reports

®

ANA Reports

®

APA Reports

®

ASA Reports

®

ATA Reports

®

AUA Reports
A7 Group 9 Reports W
Search

Total: 3 item:
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Search Title Tool
The Search title function enables users to find a report without knowing the folder location. If a word or

phrase in the title of the report is known, use the Search Title tool to locate it, rather than clicking
through the folders.

1. Click the Document List link in the Navigation section or the button at the top of the page.

2. Inthe Search title field at the top of the page, enter a search word or phrase. For example,
vendor.

3. Click the magnifying glass next to the field to execute the search.

4. Double click the report name from the results that are displayed in the panel on the right.

CGl infoAdvantage

Welcome: User 10 | Applications»  Preferences  Help menu~ Log off |vendar rel
[m] Documents
View - MNew - Organize - Send - More Actions Details B M 41 |ofl » M
My Documents Search Results

Folders Administrator

Search Administrator account

vendor 2

Refine Search Results By:

type
bruger (1)
user (1)
location
brugere (1)
users (1)

Refresh Time
All (1) b 4
Last Year (1) 1 I:
Last Quarter (1) 1
Total: 1 items
Header Panel

The Business Intelligence screens have a Header Panel that remains available in all views. The following
buttons can be accessed anywhere in Business Intelligence from the Header Panel:

= Home — Returns to the Business Intelligence Home page

= Document List — Displays the document list screen, with the top level folder structure

=  Open - Use to execute a report

= Send To — Use to email the report

= Dashboards — Displays a list of Dashboards the User ID has access to

= Preference — Opens a new window allowing users to establish preferences
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= Help — Opens a separate window to access the Help contents
= About — Displays the version number of the Business Intelligence application

= Log Out — Logs out and closes the Business Intelligence window

Report Prompts

Business Intelligence reports are built with prompts or parameters that are reviewed and updated by
users, prior to executing the report. A Prompt enables users to filter the data that populates the report.
Report results are automatically filtered, based on the user’s security; although, the user can also filter
the report results using Prompts.

Required prompts need to be populated in order to execute a report. Optional prompts are not required
but can be used to filter report results. The prompts that are available depend upon which report is
selected. At least one value must be entered in a required prompt, however, an optional prompt can be
left blank to see all the values associated to the prompted object. Certain elements, such as
Department, may be restricted so the report can only display the data for departments the user has
access to.

Prompts must be entered using the correct format. Error messages do not always display when an
invalid value is entered. However, the report will be empty when the query is run and Business
Intelligence will display the message No Records Found. If this message appears after running a report
query, check the values entered into the prompt fields. The Prompts portion of the screen lists the field
values that may be provided before running a query.
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Filter a Report

Prompts can be entered, using either the User Prompt Input panel or with the Prompts pop-up window.
Required prompts are marked with a red arrow. Completed prompts are marked with a green

checkmark.

CGl infoAdvantage

[T
[

3

* To Cleared Date:

* Enter Fiscal Year:

* Enter Department:
Enter Fund:

AU IR 2R 2

* Required prompts

<

Welcome: User 10 | Applications~  Preferences  Help menu~ Log off |vendor fe
Home || Documents || FIN-AZ-AP-C021 Future... | FIN-AZ AP-N157 Mon.. -
Web Intelligence = = Q - | S5 i) & = - & Track ¥ Dri 2 Filter Bar Freeze - EE Outline Reading |~ Design
£ | A
%E ‘ﬂnnnrrln- FIN A7 AP N1AT
Prompts

Cancel

>

1 4 Monthly Paid Warrants

Monthly Paid Warrants =

M 4 Pagelof1+ » M| = [5| 100% =| 2 25daysago

Refresh All/Refresh Data
To access the Prompts pop-up window:

1. Click the Refresh All or Refresh Data button. The button name changes based on how many
queries are associated with a report. Users have the option to refresh one query or refresh all of

them.

o When one query is associated with the report the button will be displayed as Refresh Data.

o When more than one query is associated with a report the button will be displayed as

Refresh All.

2.  The Prompts pop-up window opens with a list of prompts to be filled in. Once the required

prompts are populated the Run Query button becomes active.

3. Click the Run Query button to execute the report.

The Prompt pop-up window allows users to search for prompt values if they are not known. Enter data
in the Enter your search pattern here field and click the Binoculars icon to display the search results in
the box above the search field. Select the desired values, and click the > button to add the prompt.
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User Prompt Input
The User Prompt Input window does not have a search feature; therefore, users must know the value of
the desired prompts. To access the User Prompt Input window:

1. Expand the Left pane.

2. Click the User Prompt Input button in the left pane.

3. Enter the prompts.

CaGl inchdvantage Welcome: User 10 |  Applications»  Preferences  Help menu~ Log off |vendor e
Home | Documents | FIN-AZ-AP-CO21 Future... | Fin-AZ-AP-N157 Mon...
Web Intelligence = S5 - S|P - & Track 3 Dl V7 Filter Bar [ Freeze ~ SE Outiine Reading ~ Design 2
£ A
(7 Advanced | < Run
%E Report ID:  FIN-AZ-AP-N157
from Cleared Date: Run Date:  04/05/2015 Monthly Paid Warrants
gl | 4/1/2015 12:00:00 AM =] . y
= M/dfvyyy hmm:ss a Run Time:  1:44:40 PM For Fiscal Year
(2) To Cleared Date:
— | 4/7/2015 12:00:00 AM| x [ Cover Page
M/d/yyyy h:mm:ss a
Enter Fiscal Year: Parameters and Prompts
2015 Fiscal Year
Enter Department: From Cleared Date
107 To Cleared Date
Enter Fund: (optional) Department IE
Fund
]
< >
l [Z Monthly Paid Warrants
Monthly Paid Warrants ~ H 4 Pageloft+ » M ||z [5)]|100% ~| 2 25daysago

4. Click the Run button at the top to execute the report.

Report Structure

A report is initially displayed in HTML view, unless you change the preferences. The first page is the
Cover Page and displays the following information:

=  Report ID — Unique number assigned to the report

=  Run Date and Time — Date stamp when the report was generated

=  Report Title — Full name of the report

=  Prompts and Parameters — Lists the query parameters that were entered in the Prompts, or the
type of query if there were no prompts

= Report Description — Detailed description of the report

The second page contains the beginning of the report data. When a report contains multiple pages, use
the following tools to navigate through the report pages and locate specific data.
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Page Numbers

Enter a specific page number into the page field located on the Report toolbar, then press Enter on the
keyboard to go to a specific page. Click the arrow keys on either side of the page number to page
forward or backward through the report pages.

< >

l [3 Open Encumbrance

M 4 Pagelof4 k¥ M| |= (5| |100% ~| = < 1minuteago

View

Change the view of the report with the View button commands. Change to Quick Display Mode, Page
Mode, Draft Mode, or PDF Mode. Use the Left Panel or Status Bar commands to hide or show those
controls in the report. Use Fold/Unfold to show or hide sections of a report.

CGl infoAdvantage
Home | Documents | FIN-AZ-AP-N345 Ope... - e

Web Intelligence - == R C R

D:  FIN-AZ-AP-N345

v Report Tabs e 04/05/2015

v Status Bar e 917 PM

7]

Find Data

Use the Find tool (Binoculars icon) to search for a word or phrase in the report results. Click the
binoculars button, key in a word or phrase, and then press Enter on the keyboard. The page containing
the word or phrase is displayed, with the first instance of the word or phrase highlighted. Click Find Next
to go to the next instance of the word or phrase, if it exists more than once in the report.

L4
Search Bar aaa ¥y = |+ Find Next = Find Previous Found matches on current page

l [Z Open Encumbrance

Save Reports

Report files can be saved in Excel, PDF, Text, or CSV (comma separated values) formats to the user’s
local machine. To save a report click the Document button and identify how the report should be saved.
The options include:

= Save to my computer as — Saves all formats from all the tabs, not just the one currently

selected. If there is a lot of data, this can be time consuming to remove the data that is not
needed. Options include Excel, PDF, CSV, or CSV (with options).
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= Save report to my computer as — Saves only the data and format on the currently selected tab
to your computer, requiring less time. Options include Excel, PDF, or Text.

CGl mfoAdvantage Welcome: User 10 | Applications=  Preferences  Help menu~ Log off |vendor 2

Home | Documents | FIN-AZ AP N345 Ope... . + = |

Web Intelligence - = Q - S ] & Ly o 8 Track ¥ Dl ¥ Filter Bar T_‘ Freeze B Outline Reading ~ Design @ -
__l Export Document As 4 POE
=) |
Export Current Report As  # Excel 2007
lEE ReportID:  FIN-AZ-AP-N345 Export Data to CSV ... Excel State of Arizona
o Run Date:  04/05/2015 CSV Archive Open Encumbrance
- Run Time:  9:17 PM Text

‘A_o

Department: AAA - STATEWIDE SYSTEMS PROCESSING

BFY Document |D VL CcL AL Fund Appropriation  Object Function Program Original Amount Ad”:
2014 GAE AAA 150000000520 1 0 1 1000 AA12150 7599 500,000.00

2014 IPOLAAA 150000000062 1 o 1 1000 TIFF1 7599 2,000.00

2015 IPOL,AAA 150000000063 1 ] 3 1000 TIFF1 7599 8,000.00 E
2015 IPO,AAL, 150000000063 1 ] 4 1000 TIFF1 7599 5,000.00

2015 IPO,AAA, 150000000072 1 ] 2 1000 TIFF1 7599 981,501.00

Grand Total 1,496,501.00

Print Reports
Reports can be printed in PDF mode. Click the Export to PDF for printing button to print the report.

From the PDF Report mode, click the Print button on the left side of the PDF toolbar, and then click OK
to send the report to the printer.

|+
Click View in HTML to return to the Bl report results. =)
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AcCTIVITY 7.1 - INSTRUCTOR LEAD ACTIVITY (SHOW AND TELL)
Access, Execute and Report the Outstanding Checks Report

Scenario

You need to execute the Outstanding Checks Report to review the outstanding checks for your

department. Access the report, and then enter the provided prompts to filter the report.

Setup

v" Pop-up blocker is disabled (Tools = Pop-up Blocker = Turn Off Pop-up Blocker)

Steps

A. Access infoAdvantage Portal in Advantage and open the Daily Cash Report.

1.
2
3.
4

5.

Log into Advantage.

Search for the infoAdvantage Portal Page, by typing in info and hitting enter.
Select infoAdvantage 3.10.1 Portal.

On the infoAdvantage Home Page Header click Documents tab.

Select Folders section at the bottom.

Screen Shot

6.
7.
8.

In the Tree Panel, click the Expand button (+) to the left of Public Folders.
Click the Expand button (+) to the left of the UAT Financial Reports folder.
Click the Group 4 Reports - CGl folder. The reports are listed in the Details Panel on the right.

B. Execute the Expenditure Analysis Report.

1.
2.

Double-click the FIN-AZ-GL-N212 Daily Cash Report to open it.

The cover page of the Daily Cash Report is displayed. Make sure you are seeing HTML View by
clicking on the Reading option on the top right corner.

Click the Refresh button on the top middle ribbon bar. The Prompts window opens for updating
report parameters.

C. Enter the prompts.

1.

2
3.
4

Enter Fiscal Year: 2015
Leave Enter Fund(s) blank

Click OK

HTML Version of the report is displayed. Click the > at the bottom Page scroll field to scroll to
the remaining pages of the report.

D. Export the Daily Cash Report.

1.

Click the Export button on the top ribbon bar and select Export Current Report As Excel. Other
options are PDF, Excel 2007, CSV Archive and Text
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2. Click on the File button in the top ribbon bar, click the Save button.
3. Click the Save As option, select the desired local folder and click Save.
E. Logout of infoAdvantage

1. Click the Logoff option in the top right corner in infoAdvantage .

7.2. Utilizing Dashboards

Dashboards can be accessed through the Business Intelligence (Bl) portal. A Bl Dashboard enables users
to visualize critical key performance metrics and provides report data in a graphical format. It also
provides strategic insight into business operations. Dashboards are designed around a common
repository and utilize Business Objects to provide the interactive Dashboard Analytics. Access to
Dashboards in Bl are determined by User ID and security setup.
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Lesson Summary

In this lesson, you:

= Accessed and navigated in Business Intelligence
= Executed a report using prompts

= Saved a Business Intelligence report as a PDF

=  Printed a report from Business Intelligence

= Reviewed the purpose of Business Intelligence Dashboards

Check Your Progress

1.

N

You need a separate sign-on to log into Business Intelligence.

a. True
b. False

Reports that will return large amounts of data run more quickly in the HTML view.

a. True
b. False

The financial information within Business Intelligence is updated real-time.

a. True
False
Use to restrict the amounts of data that populate your reports.
Filters
Find
c. Prompts

You cannot change how you view the report once it is created.

a. True
b. False

You must look through the folder structure to find a specific report.

a. True
b. False

These items are included in the report Cover Page.

a. Report ID, Run Date and Time, Report Title, Accounting Period and Prompts and Parameters.
b. Report Name and the Run Date and Time
c. Report Name, Run Date and Time, Accounting Period and Prompts and Parameters.
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Appendix

ANSWER KEYS

Below are answer keys to the Check Your Progress quizzes provided at the end of each lesson.

Lesson 1

1.

b. Reference Pages. These tables are used to define document processing rules, system options,
security, batch defaults, and valid values (often called codes) that can be used on documents as well
as other user-maintained pages. Refer to section 1.2 Page Types for more information.

a. Documents. Only Documents can be workflowed for approval. Refer to section 1.2 Page Types for
more information.

c. Inquiry Pages. Inquiry Pages are general for viewing data only. Users generally cannot modify data
on these pages. Refer to section 1.2 Page Types for more information.

b. False. All types of financial and budgeting transactions use the same set of valid codes. Refer to
section 1.3 Chart of Accounts Elements for more information.

a. True. When a transaction is edited for budget availability the transaction will reject, if budget is
not available at the Central Appropriations level. Refer to section 1.4 Budget Control Overview for
more information.

b. False. Roll ups (hierarchies) in AFIS are optional and do not affect processing. AFIS uses Roll ups
(hierarchies) to make reports and online queries more meaningful in how they are organized. Refer
to section 1.3 Chart of Accounts Elements for more information.

Lesson 2

1
2
3
4.
5
6

c. Jump to. Refer to 2.2 Home Page and Navigation Panels for more information.

a. PickList. Refer to 2.3 Navigation Tools for more information.

b. False. You can also access Page Help and Field Help through the right-click menu.
a. True. Refer to section 2.2 Home Page and Navigation Panels for more information.
a. Page Help. Refer to section 2.5 Right-Click Commands for more information

b. False. The Personalization page in AFIS allows you to modify your Home Page and Favorites. Refer
to section 2.6 Personalize AFIS for more information.

Lesson 3

1.
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b. False. The Undo function does not restore deleted records. See Section 3.1 Reference Tables for
more information.

b. Document Catalog. See Section 3.1 Reference Tables for more information

b. False. Some tables are maintained automatically by the system. Other tables can be maintained
by authorized users. See Section 3.1 Reference Tables for more information

a. True. Inquiry tables are system-maintained and cannot be used to update the information in the
database. See Section 3.2 Inquiry Pages for more information
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5. a. Sort, drill down, search and browse. See Section 3.2 Inquiry Pages for more information

Lesson 4

1. c. Pending. See Section 4.1 Lifecycle of a Document

2. a.True. When a document has been submitted, it is tentatively accepted subject to approval rules
and the funds are reserved to assure availability upon final acceptance. See Section 4.1 Lifecycle of
a Document

3. c. Error. The phase of the document remains at the Draft phase until the user fixes the document.
See Section 4.8 View and Correct Document Errors

4. b. False. There are several ways to create a document: Document Catalog, Copy from an existing
document, Copy Forward, Document Template, or Future Document Triggering. See Sections 4.4,
4.5,4.6,and 4.7

5. b. False. The Copy Forward feature enables a user to copy pertinent information from an existing
document into a new document type, in order to reference or liquidate the source document. See
Section 4.6 Copy Forward for more information.

6. a. Maximize/Restore. To hide the section headers click the Maximize/Restore button. To view the
section headers again, click the Maximize/Restore button again. See Section 4.3 Document Layout
and Features

Lesson 5

7. a.True.

Lesson 6

1. d. All of the above. See Section 6.4 Approve a Document

2. b. False. To approve or reject a document in the department Worklist, the reviewer must first select
the document and click Take Task to move it to his or her personal Worklist. See Section 6.1
Workflow Roles for more information

3. a. At least daily. Your worklist should be reviewed daily or more often if required by your
department. See Section 6.2 Access the Worklist for more information

4. b. The submitter can access the rejected document while working their worklist, review the
comments, make the corrections, and re-submit the document. See Section 6.5 Reject a Document
with Comments

5. b. False. On the Track Work in Progress page, the user can review the document status, see what
approval actions have been performed, ascertain the number of required document approval levels,
and see the names of the approvers. See Section 6.6 Track Work in Progress

Lesson 7
1. b. False. You do not need a separate sign-on. See Section 7.1 Business Intelligence Overview
2. a.True.

3. b. False. The financial information within Business Intelligence is updated nightly, after the online
business day. See Section 7.1 Business Intelligence Overview
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c. Prompts. See Section 7.1 Business Intelligence Overview — Report Prompts

b. False. You can change how you view the report with the View button options. See Section 7.1
Business Intelligence Overview - Report Structure - View

b. False. The Search title function enables you to find a report without knowing the folder location.
See Section 7.1 Business Intelligence Overview — Search Title Tool

a. Report ID, Run Date and Time, Report Title, Accounting Period, and Prompts and Parameters. See
Section 7.1 Business Intelligence Overview — Report Structure



